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Hong Kong has been enjoying her great economic growth during
the past two decades. Banks have grown to match this prosperity. The
expansion of business operation and the increased number of staff
members together call for the development and improvement of personnel
administration. Generally speaking, the locally-incorporated Chinese
banks are more conservative, they operate in their traditional way
which does not pay much attention to personnel administration. This
arouses my interest to write my thesis on the topic.
I am indebted to many persons and institutions who have kindly
given me much advice and assistance in my writing process. My special
obligations go to Professor David H. Li, the director of The Lingnan
Institute of Business Administration, The Chinese University of Hong
Kong and Mr. Chang Chien-min, my research adviser. I own my grateful
thanks to Dr. Mark and Professor Boutell for their precious opinions
which made the amendment of the drafts possible.
I am deeply grateful to Mr. Walter Kennedy of The First National
City Bank in Montgomery, United States, the author of the book Bank
Management, for his prompt assistance to provide valuable reference
materials as well as to guide me in selecting some reference books.
The generous assistance of many institutions are much appreciated,
which include:. The Institute of Bankers in London and its Hong Kong Centre
the Department of Extramural Studies of The Chinese University of Hong
Kong The Hong Kong Chinese Bankers Club, and the Commissioner of
Banking, Hong Kong.
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Great thanks should be given to the personnel officers and the
management personnel of the sixteen banks who have furnished me with
their information in personnel administration. Acknowledgements are
also extended to those bank employees who have answered my questionnaire
in the opinion survey.
Finally, I would like to express my gratitude to my friends and
classmates for their encouragement and.various assistance in the
accomplishment of this thesis.
The difficulties in writing this thesis could not have been so
successfully overcome without the assistance of all persons and
institutions mentioned above. I hope this thesis will be of help not
only to the bankers but also to the general public for their understanding
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The success of any profession lies on human efforts, because
it is human beings who utilize material resources to accomplish some-
thing, whether operation or production. This study discusses the
utilization of human efforts in locally-incorporated Chinese banks.
WHAT IS PERSONNEL ADMINISTRATION
In our economic society, the primary purpose of any business
organization is for profit. In order to reach this goal, every business
organization must bring out their best services, goods, or both, for
the public, so as to earn profit from revenue received. The process
of bringing out services or goods toward the gaining of profit involves
the coordination of a number of basic functions, such as sales, production,
finance, research, etc. These functions must be carried out by people.
In order to have a good working efficiency of the functions, a system
2
must be organized, and this system is the Personnel Administration.
This system has recently been recognized as an integral part of all
the management functions.
The objectives of personnel administration is to utilize human
resources efficiently, develop desirable working relationship among all
members of an organization, and increase individual development.
There are three requirements in the accomplishment of these
objectives of personnel administration:
1. Obtain suitable people
In obtaining suitable people, we must first know what these people
are required to do. It is desirable to conduct job analysis in order
to establish a job description that gives an explanation of the
responsibility and duty of a position. Through job analysis, a
job specification can also be prepared. It provides information on
the personal qualifications and characteristics required for the position.
The next step is the recruitment and selection of a person meeting the
requirements for the post.
2. Utilize their efforts efficiently
After hiring the right personnel, the employed persons must be
furnished with the knowledge of the organization: what are the operations
of the organization and what are they expected to do in their positions.
They should possess, or be given the opportunity to acquire the knowledge,
skills, authority, and other things necessary for effective performance
in their positions. Their performances should be appraised and they
should be informed periodically of the extent to which they are measuring
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up to the expected standards. Good performance deserves a reward and
bad performances should be investigated. Provisions should be made for
transfers and retraining where needed to make the most effective use of
the individual's capabilities and to facilitate the prompt replacement
of the imcompetent. The entire process should be dynamic and well
planned so that all the people within the organization are utilized to
the full extent of their potentialities.
3. Employee renumeration and other incentives
Each employee must be fairly compensated for his effort and protected
as far as possible against insecurity from illness, old age, and
unemployment. There are also other schemes to motivate morale within an
organization.
The above three requirements are treated as the main content of
personnel administration operations, and are the major topics of discussion
in this thesis.
PURPOSE OF THE STUDY
The principal work of this study is to make a survey of the
personnel administration programs in the local Chinese banks, to find
out how they carry out their personnel administration, and at the same
time, to study the modern personnel administration knowledge, principles
and practices in the United States and other countries in order to make
use of the imitable ones.
Although all the Chinese banks in Hong Kong are limited companies,
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they are characterized by the fact that their shares are not widely
distributed and are concentrated in the hands of a few individuals or
families. Therefore the personnel program is quite affected by this
kind of ownership. Besides, most Chinese bank are very conservatives
they have their traditional ways of managing personnel affairs. Some
banks do not even pay attention to the personnel program. Their main
attention is on the business operations. This tends to neglect the
administration of their personnel.
The discussion is limited to the existing personnel operations
in locally-incorporated Chinese banks. Here, Chinese banks means those
banks run solely under Chinese capital. Their owners as well as the top
management personnel are of Chinese race. The word locally pertains
to Hong Kong. These banks are operated more or less in the same manner,
while comparing with banks of foreign countries or with local foreign
banks they have their characteristic difference.
The personnel discussed here focus on junior workers as its
principal object. Junior workers is defined as workers who are without
supervisory responsibilities. In other words, it excludes such persons
as managers, submanagers, assistant managers, department heads or section
heads who have the responsibilities in supervising their immediate
subordinates. The reason for limiting the study to this group is that
junior workers make up the great majority of a bank's personnel, there-
fore, personnel administration should pay more attention to them and
place more emphasis on programs for them.
The aim of this thesis has two aspects one is to enable the
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general public to understand personnel programs of local Chinese banks;
another is to stimulate the interest of the managing personnel of these
banks in personnel administration. Various methods for the increase of
employees' working efficiency and ability according to the well-researched
principles and useful methods of advanced countries will be discussed.
In this way, should any bank adopt new programs in the future for its
personnel administration, these suggestions may give some hints for
improvement.
METHODOLOGY AND LIMITATIONS OF THE STUDY
The approach of writing this thesis includes the review of
literature and field work conducted locally.
LIBRARY WORK
Library work refers to reading books and periodicals in order to
acquire knowledge of personnel administration in general most of these
books are published in the United States or in England. It also refers
to reading books and articles on bank personnel administration of these
countries. I chose foreign articles because of the very small number
of local (i.e. Hong Kong) publications on personnel administration.
Furthermore, there has never been any research on bank personnel
administration in Hong Kong. Therefore, I have to go into field work
in order to gather the necessary information in that area.
FIELD WORK
In my field work, I visit sixteen local Chinese banks. These-
visits were very satisfactory. I was met by their personnel officers
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who were very kind and cooperative. I was not allowed to look over
actual personnel records due to the fact that personnel records were
always considered to be highly confidential. I also did not have the
chance to stay longer for an actual observation of their functional
system since they were very busy and I might interupt their work.
However, they were all willing to help me by answering my questions
and granted me copies of their staff handbook and/or record forms for
my research studies. ,,Most of these personal interviews lasted for 2-3
hours the shortest lasted about one hour. A pre-designed questionnaire
was used during each interview. After accomplishing my field work study.
I can understand their programs as well as their operating procedures.
I have also visited the Chinese Bankers' Club having in mind
to obtain some data of local Chinese Banks. I have found it more like
a social gathering center than a profesional organization. The club
publishes only monthly pamphlets and annual year book these publications
include some information concerning the club, some modern knowledge
on banking and some news of Hong Kong banking area. This Chinese
Bankers' Club is the only formal association of bankers here.
Another part of my field work was a survey of opinion of bank
employees. I sent out eighty copies of questionnaire to employees of
different Chinese banks. The response was good that forty-four of them
answered my questionnaire. The survey sample was limited to the
applicants who applied for admissions to attend a course of General
Banking Administration (a certificate program) offered by the
Department of Extramural Studies of the Chinese University of Hong
Kong. Because of the limitation of the size as well as the nature of
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the sample, the result of the survey can be used only as a crossed-check
of the personnel interviews with the bank personnel officers.
LIMITATIONS
There are four limitations in this study:
1. There is a total of thirty-two banks incorporated in Hong Kong1, five
of which are of foreign capital. Therefore, only twenty-seven banks come
within my definition. I visited sixteen banks out of these twenty-seven
because I was not given permission from the rest. However, the sixteen
I visited are typical Chinese banks. They are representative of the
Chinese banks as a group in the locality. I believe the other banks
which I have not visited have more or less the same ways in personnel
administration.
For convenience sake, the locally-incorporated Chinese banks
is shortened as local Chinese banks or Chinese banks in the following
chapters.
2. I limited the personnel administration programs to the three cate-
gories mentioned earlier in this chapter. There are of course many
other aspects that ought to be emphasized. The reason I limit myself
to these three is that they deserve foremost consideration in present
day Chinese banks.
3. Personnel administration should apply to all employees including
1Chinese Bankers' Club, Bankers Year Book, 1968 (Hong Kong:
Chinese Bankers' Club, 1969), p. B. 8.
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senior, middle and junior staff members, but I limit its application
to the junior workers without supervisory responsibilities. Since
the purpose of personnel administration is to direct people to accomplish
an organization's goal, it is the duty of the supervisors to carry
out the programs. The word employee used in following chapters
ertains to junior workers.
THE SIGNIFICANCE OF PERSONNEL
ADMINISTRATION IN BANKS
The primary business of banks is to provide service, and this-
service is the sum total of services rendered by each of the staff
of the bank. Therefore, staff is one of the basic determining factors
of the success of a bank from this point of view, the personnel
administration program is an important program that the bank management
should emphasize.
Banks differ from other business organizations in the point
that the main object of their management is human beings. Other
trading or manufacturing organizations have additional management
objects such as goods or materials, which require management to be
directed to other aspects such as marketing, production or finance.
Since the primary business of banks is to render service, the maintenance
of a group of competent, well-trained employees can guarantee a high
quality of service. Therefore, selecting employees, training them to
high standard, maintaining their willingness to work will lead to high
productivity and in turn, to the growth of a bank.
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The other point of difference of banks from other business
organizations is that customers is the direct business object
of the bank. Since customers are human beings, relationships with
the customers must be kept good: a good impression should be given
to customers. Staff are the r!of! a o-`' maintaining a good relationship
between the bank and the customers. They are representatives of the
bank, so the management and training of employees is very important.
All banks hope to enjoy a good credit among customers since
all their operations involve money matters-. Aside from the maintenance
of this faith through operation methods, we must keep a group of honest
employees in order to establish and keep this kind of reputation. The
business operation of banks all involves money, either handling money
directly or handling documents which connect with money. People always
tend to think that only tellers have chances to cheat, but this is not
the case. Fraud may be committed also by persons who handle documents.
by playing tricks on the contents. Though there are already many
technical methods in management to prevent the happening of any fraud,
there will still be some unexpectancy, Therefore the most basic manage-
ment aspect is: personnel administration. Employee education and adequate
remuneration are as important as the selection of honest employee. This-
is why banks should emphasize on personnel administration.
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CHARACTERISTICS OF LOCAL CHINESE BANKS
Being a port of free-trade, Hong Kong possesses the privilege
of having her imported and exported goods free from tax, and on account
of her unique advantageous position, she has been the center for
international trade over South-east Asia. Before 1949, transporting
had been the chief business of this colony: to introduce into Mainland
China and other South-east Asian countries the modern daily-use products
from the western world and then send back to the later the argricultural
products or industrial raw materials of the former countries. From 1949
onward, however, the business of Hong Kong has deviated from trade to
industry and from transporting to exporting her own industrial products.
In Hong Kong, the growth and development of banks and business
are interdependent:-prosperity in business increases the number of banks
and the services of-the later offer capital, essential for the growth
of business. The banks receive deposits, and channel the funds into
the various usages for the development of the colony. In the early
years, banks finance the importing as well as the exporting then
following the development of local economies, banks also direct their
funds to support the development of industry, shipping and property.
Oriental Bank, which opened in 1845 and closed in 1884, was the
very first bank ever equipped with modern organization here in Hong Kong.
The Chartered Bank and the Hong Kong and Shanghai Banking Corporation
were established in 1859 and 1862 respectively, both remain to be the
large banks up to the present. All these are banks operated by British
businesemen, but soon other foreign banks followed and set up their
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branch offices here. The first Chinese bank, the Bank of Canton,
came into existence as late as 1912. The development of Hong Kong's
economy not only induces foreigners to open banks here, but also serves
to increase the number of the local Chinese banks, some of them had their
origin in Mainland China. The banks operated by the Chinese are
classified into two categories:: the first category embraces those banks
incorporated in Hong Kong while the rest of the banks have their head-
quarters in the South-east Asian countries such as Malaysia, Indonesia,
Thailand, etc. and their branch offices are not incorporated here. At
the end of 1968, there are 27 banks belonging to the first category and
17 Chinese banks incorporated elsewhere. Together with the 27 foreign
banks and 4 finance companies, there are a total of 75 companies engaged
in banking business in this small colony.
Within the 27 locally-incorporated Chinese banks, 10 are
established before 1940, 6 between 1940-1949, and 11 after 1949. Nine
of these 27 banks were originally finance companies whose business is
to deal in foreign currencies, bills, remittance as well as to receive
deposits and provide loans.
The business managed and directed by the Chinese banks has no
difference with that by the foreign banks, being both engaged in
absorbing deposits and extending loans to the business sector. The
only difference, perhaps, lies in their scales or capacities. The
locally-incorporated British hanks possess the grandest scale, which
is the reason why they have won the absolute trust of a large amount
of customers, and, together with their substantial capital, not only
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have enabled them to absorb large-scale deposits but have also made them
aim at those large-scale industrial and commerical enterprises in
extending loans. Other foreign banks, besides offering services to the
trade between their own countries and Hong Kong, also engage in those
business as other local banks.
With only a few exceptions, the majority of the Chinese banks
in Hong Kong are small-scale, and so their purpose is to absorb deposits
in small amounts. For this reason, they are the first to extend their
branches over various districts so that they can absorb deposits from
every corner of the locality. Before long, many locally-incorporated
foreign banks also followed the similar line. Under such circumstance,
the Chinese banks, however, still possess their own characteristics,
especially in those quarters away from city, i.e. the New Territories
where they are often established by the local inhabitants or have local
residents in their service, who add to the ability of these banks to
attract directly more customers. Regarding extending loans, the local
Chinese banks are concerned mainly with those enterprises of small or
medium scale, for they cannot afford to grant large loans. In the
sphere of other banking business, these Chinese banks also cannot help
from conducting small-scale management, with local customers being their
business target.
The banks in Hong Kong can be classified into authorized
exchanged banks and non-authorized banks, and among the 51 authorized
banks only 13 are locally-incorporated Chinese banks. In Hong Kong,
all the banks' clearing of bills take place in the Hong Kong Bankers'
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Clearing House only 22 banks are direct members of this Clearing House
while the other banks only intrust these members with such affairs.
From the fact that among these 22 members only 5 of them are local
Chinese banks, it is obvious that the majority of Chinese banks are
on a small scale. Such are the characteristics of local Chinese banks.
Although the business volume of the Chinese banks are comparatively
small, the importance in administration is the same, especially with
regard to personnel administration, where they should place more stress
on the training of good and efficient staff whose ability to win good
impression of customers play a vital part in the development of business.





GENERAL MODEL AND PRACTICE IN LOCAL CHINESE BANKS
In the early twentieth century, F. W. Taylor introduced the
scientific management. This drew attention to the workers, making
workers an important factor in production, and this started the progress
of personnel administration. In the early stage, the main concern was
centered in the employment interviewing, testing and welfare programs.
Gradually, people shift their attention to other personnel functions
which include the development of workers, maintenance of workers'
moral, communication with workers, etc. The personnel administration
is then singled out from other management functions to become increasingly
important, intensive and extensive.
DEFINITION
From the term itself, we know that personnel administration
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concerns the management of persons. What is the definition then?
Professor Edwin B. Flippo stated: Personnel management 1 is the
planning, organizing, directing and controlling of the performance of
those (personnel) operative functions".2 Planning, organizing, directing
and controlling are the chief functions in any form of management,
regardless whether it is finance management, production management, or
personnel management. The main responsibility of operation is planning,
organizing, directing and controlling the work in their field. In other
words, these four functions as a whole are "managing"; we can conclude
that personnel administration is "the management of personnel functions.
What are personnel functions then? Professor Flippo continued:
The personnel function is concerned with procurement, development,
compensation, integration and maintenance of the personnel of an
organization for the purpose of contributing toward the accomplishment
of that organization's major goals or objectives."3 In his definition,
he divided the personnel functions into five parts. It differs slightly
from the three distinctive parts in this thesis, but has the same contents
since procurement is the obtaining of the proper kind and number of
Personnel administration and personnel management have similar
meanings. They are always used interchangeably. This thesis will
continue using the former.
Edwin B, Flippo, Principle of Personnel Management (New York:
McGraw. Hill Inc., 1966), p. 4.
7Edwin B. Flippo, Principle of Personnel Management (New York:
McGraw Hill Inc., 1966), p. 4,
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Personnel necessary to accomplish organization's goals development deals
with the improvement of employees' quality, integration is related to
those problems as communication and coordination of employees' efforts,




In the presence of a management system, an organization can
survive, its functions can be carried out and can ultimately reach its
goal otherwise, an organization is not organized at all, it has no
plans, no administration, and no control. Though there will sometimes
be a final result of things done, it is definitely not as efficient
as when an organization has a management system. What is management
system? We have to understand what are the usual functions in management.
In various degrees, managers undertake risks and handle uncertainties
plan and innovate coordinate and control and supervise.1 The first
function that managers perform is more precisely an entrepreneurial
function, the next two are managerial and the last is often the main
task of lower levels of management. Therefore, management refers to
1Pigors and Myers, Personnel Administration (New York: McGraw
Hill Book Co., 1965)p. 5.
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planning, innovating, coordination, control and supervising of the
whole operation of an organization. Management is needed by organizations
of all kinds, and this of course includes business organization. Every
management personnel, from the general manager to the first--line supervisor,
is responsible for the execution of the functions of management.
According to classification by tasks, management has various directions,
they are production management, sales management, finance management,
research management, etc. Though the nature of each function as well as
the necessary working resources are different, there is one basic resource-
the human beings. A business organization operates through the combined
effort of people and thus utilizes the monetary and material resources
for the accomplishment of organizational goals. Therefore, personnel
administration is the basic management aspect.
Aside from some managing functions,.the word management also
refers to the management personnel in an organization. The sentence
The management performs the management of the company is correct
and it has shown the different meanings of this word. Both meanings
are being used in this thesis.
The execution of management is based on some managerial
philosophies. These philosophies may be explicitly stated in a
statement of the organization or may be implicitly implied in the action
of management, each having their own pattern of executing. Let us
discuss the kinds of management philosophies-.
TRADITIONAL. MANAGEMENT PATTERN
Management by centralized direction and control is probably
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the most traditional pattern of management anywhere. The main point
of this pattern is that the line of authority or command goes directly
from the top down through the various layers of the organization, with
some delegation of authority, but full and detailed accountability up
the line. At each organizational level,. supervisors are linked to the
next and lower levels by position description and directives. All
general directives received from top management are progressively
particularized as they flow downward along the chain of command. These
directives show people how to carry out the ideas and principles and
purpose of top management.
There are two basic assumptions behind this management pattern.
One is that the average human being has a dislike for work, therefore
he must be controlled, directed, threatened with punishments to force
him to work hard. The other is that the average human being prefers
to be directed, wishes to avoid responsibility. Centralized organizational
structures reflected these assumptions. The boss never really trusts
his subordinates. He limits carefully the amount of responsibility.
Operations are managed. according to rules or other established patterns.
MODERN MANAGEMENT PATTERN
However, recent social science research gives little support to
the assumptions of the traditional view. This leads to the appearance
of a contrasting management pattern in the management science. The theory
bases on the belief that the most effective way to get results in any
organization is to work with people rather than through them. It makes
quite different assumptions about human behavior. Traditional managers
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often assume that the lower-level physiological needs which are satisfied
by money are the prime motivators. The new concept asserts that if these
needs are reasonably satisfied, other needs, such as the needs of security,
social acceptance by the group, self-respect, self-achievement, self-
recognition, etc. become more important. Managerial process must provide
for the satisfaction of these needs if the management wishes to obtain
the maximum efficiency from employees.
The new concept emphasizes the principle of mutual responsibility
and shared objectives. They recognize the fact of interdependence in
human organizations. High standards of performance are expected by
self-imposed controls, by enlistment in organizational goals, and by
a high degree of self-direction. An important way to attain cooperative
action is through discussion, at all levels, of company objectives and
subobjectives. When such objectives are understood and accepted, a
tight system of externally imposed controls becomes unnecessary. Under
these conditions, a high degree of organizational authority can be
delegated and organization structures tend to be decentralized. The
system is participative in the sense that superiors seek out their
subordinates' ideas and opinions of proposed courses of action before
a decision is made. However, top management still makes all official
decisions for the organization as a whole.
The traditional pattern of management and the alternative
concept can be considered as points at each end of a series ranging
from little or no participation in decision making by subordinates
at one extreme to considerable participation at the other. Various
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levels of participation can be found within the series. A number
of pressures is pushing management away from traditional pattern
toward the new pattern. Economic growth is considered as the most
basic one. The raise of employees' education level is also an
important factor. Therefore, the management of an organization is
affected one way or another by the organization's size, the economic
level of its society and the sophistication of the employees the more
these items they improve, the more the management is inclined to adopt
the new concept.
MANAGEMENT PATTERN IN LOCAL CHINESE BANKS.
At what stage is the management of local Chinese banks now?
We can say that they are staying not far from traditional way, if not
at the extreme. All decisions are made by the managers who seldom seek
the ideas or opinions of their subordinates. This may be more or less
related to the ownership of the banks. Many of them are owned by a
few individuals or families. Little authority is delegated to different
levels of officers. There may be some exceptional cases, since there
are already a few banks that are trying to deviate from the boss-centered
extreme and are moving toward the modern method. But the rest are still
conservative.
It is the proper time now to consider a change and think of the
utilization of the new concept thereof. We do not mean that any new
concept is necessary good, but it is obvious from the above discussion
that the old concept restricts the progress of individual's ability. To
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work under restriction of rules is rather disgusting and there will not
be any improvement. Moreover, we know that Hong Kong has been enjoying
great economic growth during the past two decades. Banks. are growing
to match this prosperity. At the end of 1968, Hong Kong has a total of
seventy-five banks and they have 349 bank offices. Total deposits in
the banks is 10,367 million dollars. This shows the prosperity of the
banking as well as the whole economy. The progress brings about the
new challenge to the management pattern in all organizations which of
course includes the local Chinese banks. These banks will surely
become more democratic or participative in the belief that free people
respond best in an organization when they can participate in the process
of decision on matters that directly interest and affect them.
FUNCTIONS OF PERSONNEL ADMINISTRATION
PERSONNEL ADMINISTRATOR AS A STAFF OFFICER
Basing on the fact that the aim of personnel administration
is to get effective results with people, personnel administration is
a basic management function. It permeates all levels of management
in any organization and all types of functional management such as
production management, finance management, sales management and
research management. Therefore, every member of the management group,
from top down, must be an effective personnel administrator because
he depends on the good will and productive effort of his subordinates.
Although every member of management group must be a personnel
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administrator, still the basic functions of personnel administration
are handled by some specially appointed person. In recent years, due
to the general attention to personnel administration, many big firms have
put up a specific personnel department. There is quite a number of
confusions and frictions about the functions of a personnel department.
Some people think that the personnel department alone can handle all
the personnel problems and put the entire responsibility on the personnel
administrator. This is a misconception caused from a miscomprehension of
the responsibility of a personnel administrator. The personnel administrator
is a staff officer and not a line officer as many people think they are.
Now, what is the difference between line and staff? Pigors and Myers
have stated:
Line managers... receive orders and instructions from their
superiors and are responsible for carrying them out by giving
instructions to, and getting cooperation from, their own subordinates.
... The important point is that line managers have complete
responsibility and accountability for,the results achieved by
the people in their plant, department, or section.
Staff specialist, on the other hand,... provide specialized
services to line managers and advice and counsel them in the
performance of their responsibilities.... The comptroller or
chief accounting office has a similar relationship with the
line. He keeps control records that enable him to advice the
chief executive on prices to be charged... but he does not set
the price himself.
1Pigors and Myers, Personnel Administration (New Yorks: McGraw
Hill Book Company, 1965), p. 33.
23
A personnel administrator is a staff officer. He assists the
line managers to sol--e their personnel problem, or to give advice and
consultation on personnel affairs. Should his advice be opposed by
the managers, he cannot force on its execution: he can only try to
win the understanding of the managers on the usefulness of his advice,
or forward a report to a higher level, usually the top management,
which in turn will hand over the problem.
PERSONNEL FUNCTIONS
Line managers can expect many services from a personnel
administrator. Firstly, he gives advices such as advice on handling
a grievance, on administering disciplinary action, on transferring an
employee, on reclassifying a job-evaluation program, or an specific
personnel problem. Secondly, personnel administrator also provides
managerial controls that is, he checks the execution of personnel
policies and informs the line managers when they are out of line.
Thirdly, personnel administrator handle the operation of personnel
procedures such as recruitment of employeeq,employment interviewing
and testing, training programs, wage and salary administration and so
on. Finally, a personnel administrator, with the authority of his
specialized knowledge, also helps in formulating personnel policies
and procedures of the organization.
Based on different management patterns, personnel administration
has correspondingly different meanings. Under a centralized management ,
few authority is delegated to personnel administrator. Their
contributions of giving advices and providing managerial control do
not exist then, since he only reports to top management but does not
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give advice nor provides information to the line managers. The personnel
administrator also seldom contribute to the formulation of personnel
polices since under centralized management the boss rarely seek
subordinate's opinions. But all these functions will still exist in
a self-control management pattern.
PERSONNEL FUNCTIONS AND PERSONNEL DEPARTMENT IN LOCAL CHINESE BANKS
Let us turn back to the management situation of the local Chinese
banks. The personnel officers of these banks are also staff officers,
but their personnel function is limited in the operation of personnel
procedures. We know then the personnel functions in the local Chinese
banks are still on its preliminary steps towards progress. There
should be a gradual expansion to include other functions.
There are only a few local Chinese banks that put up a personnel
department for the management of personnel affairs. Among the banks.
that I visited, only.one bank has a personnel department with a personnel
officer working specifically on the personnel program. In other banks,
the personnel officers shoulder, besides working on the personnel
programs, other responsibilities such as secretarial, general affairs,
accounting, auditing, etc. They handle the processes of recruiting
and selecting new employees, and then turn the newly hired employees
to the line managers, where their responsibilities end. Their next
duty is to make an annual performance appraisal and recommendation
for salary adjustment by the end of a year during the rest of the
year, they work on their other positions, In these banks, they usually
have personnel committee consisting of four or five members from the
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top management. This committee is responsible for the recruitment of
senior employees, improvement and changes of personnel programs, yearly
bonus policy, salary adjustment, etc. The meeting of this committee is
not fixed it is called whenever such a need arises.
In this thesis, the personnel administration program is discussed
in nine aspects under three categories. I have confined myself to the
discussion of..these nine aspects because I think that they deserve the
foremost attention of the present day Chinese banks for the betterment
of their personnel administration. My opinion was confirmed in my visits
to the Chinese banks. Many personnel officers or management officers
agreed that they intended to have improvement in these aspects first.
The nine aspects are as follows:-
I. Obtaining suitable people
1. Recruiting and selecting employees:
Unlike United States, England or other developed countries where
recruiting is often difficult, Hong Kong is an over-populated
colony with no shortage of employees, therefore, ways and means
of attracting workers are not very necessary here. The recruitment
of many of the local Chinese banks is from recommendation of the
relatives and friends of the banks' personnel mostly from the
banks' owners or senior staff. The selection of employees is very
important. Intelligent selection of employees is essential to
the successful operation of a bank. For the purpose of knowing
the applicants' capacity, many Chinese banks formulate some
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testing methods. In foreign countries, they often use psychological
test to test the applicants' ability and aptitude.
2. Guarantee System:
The employees of local Chinese banks have to complete the guarantee
procedure before they take their jobs. There are two common types
of guarantee, one is guaranteed by person, and the other by
business firm. The main purpose of a guarantee system is an
assurance offered by a guarantor to make up a loss should the
employee commits a mistake or fraud that causes a loss of the
bank.
II. Effective Utilization of Employees' Efforts
1. Induction and placement:.
The induction herewith includes an introduction of the general
situation of the organization to-the new employee and making
the employee an actual member of the group. The induction of
new employees in local Chinese banks is commonly conducted by
the direct supervisor of the new employee this method is usually
used by small business organization. The placement of new
employees come after the induction. The newcomers should be
placed in proper position that suit their abilities and experiences.
2. Training:
Training is a very important part in personnel program of a bank
since their employees usually do not have special experience in
banking. The banks must take the responsibility of training
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the new employees. The training in most of the local Chinese
banks is conducted by the direct supervisors. The new employees
learn to work by working actually. Some banks give some courses.
The continuing training for old employees receive little attention
by these banks. Only a few has considered training old employees,
commonly by rotating the employees.
3. Performance Appraisal:
A performance appraisal is made to evaluate each individual's
working performance. Employees with good achievement will be
rewarded and those with bad performance will be investigated.
The main target is to improve the good points and amend the
shortcomings of the employees.
4. Promotion, Transfer and Separation:
Promotion is an important step in motivating the morale of the
employees. Generally, the promotion in or within the banks circle
is quite slow. The performance efficiency is usually the
standard for evaluation in promotion. The seniority is the next
consideration in an evaluation. Transfer is very common in the
bank circle it trains the employees in various positions, thus
increasing the employees' versatility and motivating their morale
since need for self-development is an important desire of human
beings. 'here are two types of separation one is resignation and
the other is dismissal. The latter is seldom found among local
Chinese banks. They dismiss an employee only upon his commitment
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of fraud and not upon his inefficient work performance this may
be due to the traditional kindness of the Chinese people.
Resignation is common. Many of the resigned employees leave for
jobs in other banks some shift from banking career to another
career.
5. Internal Communication
Internal communication is the process by which information is
transmitted from one person to another within an organization.
It is a two-way approach of transmitting information. On the
part of management, internal communication is the handling of
the bank's policy and discipline to the employee on the part
of the employee, it is the report of their work to supervisors.
Internal communication also includes communication between
employees of the same rank.
III Employee Remuneration and other Incentives
1. Salary Administration:.
Salary is the chief kind of remuneration in most of the business
organizations, and so is it in banks. In most of the developed
countries, salary or wage is shown to be only the fifth or sixth
in a scale of satisfaction in some motivation studies, while
in Hong Kong it is an important criterion for choosing a job.
Other goals and satisfaction are of course also important but
still they receive-less attention than financial satisfaction.
Aside from taking into consideration the amount of pay, problem
of fairness is also the employees' concern. Similar stipend
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must be given to employees of similar rank. It is important for
a business organization to maintain a good salary policy to raise
good morale for the achievement of the goal of the organization,
which holds true for the banks.
2. Employee Benefits and S-ervices:
Benefits and services include all the fringe benefits received by
the employees other than their salary. Retirement plan has been
regarded as an important project in banks in foreign countries.
Very few local Chinese banks have retirements plans. There are
also some other benefits and service projects. The purpose of
providing employee benefits and services is to lessen the life
burden of employees, increase their feeling of security, raise their




Since the main function of personnel administration is to get
things done through people, therefore, its first task is to recruit
suitable people into an organization.
RECRUITING AND SELECTING EMPLOYEES
RECRUITING
Recruiting means the utilization of all kinds of appropriate
media to attract potential employees to apply for posts in the bank.
There is no difficulty of this process in an overpopulated locality
like Hong Kong, Naturally, its function is usually being overlooked.
The local Chinese banks do not take active steps in recruiting they
simply do not need to do so, for applicants will just come by self-
applications, or through the introductiorE of relatives or friends.
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In the banks that I have visited, they all do not find difficulties in
recruitment since there are a lot of applicants besides, the work of
junior workers is not complicated applicants are not required to have
a high qualification, therefore, banks have no worry at all for the
sources of employees.
According to the information I have collected from the banks
visited, the largest number of employees in each bank are those
recommended by the owners' or senior staffs' relatives and/or friends,
next came those who take position through direct application, and lastly
are those hired through advertisement in newspapers. However, things
are not the same from the survey of the employees' opinion. The fact
is that,while the number of employees who got their jobs through
recommendation remains to be the biggest, the positions for the numbers
of employees recruited through the other two channels are reversed.
The result of these two surveys is shown in Table 1a and Table 1b.
Table 1a. Sources of Employees
No. of Banks
(over 60% of employees % of total
are recruited through)
Referral from relatives of banks'
8 50.0%personnel
Self-applying 6 37.0%
Advertising in newspaper 2 12.0%
Total 16 100%
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Table 1b. Channels of Employment
No. of Employees
% of total(got their job
through)
22Recommended by Bank's personnel 50%
Advertisement in newspaper 14 32%
Self-applying 8 18%
Total 44 100%
From the result of the surveys, it is obvious that 50% of the local
Chinese banks are in favour of hiring employees recommended by the current
senior of f ice.-s' relatives and/or close friends and that 50% of employees
also admitted that they obtained their positions in the same source. These
referrals form the main source of employees. The banks' manatzement
personnel believe that since a bank's daily operations usually deal with
money itself or with documents related to money, there is a great temptation
or quite a number of chances for fraud on the port of employees, therefore
the bang must know thoroughly the personalities and conduct of the employees
in order to have honest and trustworthy personnel. If applicants are
recommended by any banks' senior stagy: f members, the bank can make direct
enquiry of the applicant's personality from the referrer. Therefore the
bank prefer, for confidence's sake, hirin,_ employees through referrals.
As I have mentioned, Hong Kong has a large population, applicants recommended
by relatives and/or friends are more than enough for their employee
resources. These applicants form the major source of employee supply.
Chinese people have traditionally heavier affection betlaeen relatives
and friends therefore, unless all aplDlicants referred from these people
are not qualified for the job, the bank will not look for other sources.
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Although recruitment through recommendations has the advantage of
knowing better the applicants' personalities, it is also characterized by
some possible unsatisfactory outcomes. Firstly, there is the possibility
of hiring unfit personnel. This is due to the effect of personal affection,
or even the direct influence of the power and position of the referrer,
and therefore, usually no evaluation of the applicants' ability is performed.
At the same time, the bank may miss better applicants who can be obtained
through other sources. Secondly, there is the possibility of the recommended
employees not working seriously, being backed up by his sponsor. Thus
it lowers the expected working efficiency from such employees. Thirdly,
the management of employees may not run smoothly: the superiors of this
employee cannot force a strict discipline on him because of his background.
Fourthly, there may also be favouritism in personnel appraisal. This
unfairness will result in discontent among other employees without this
sort of background. This in turn will affect the employees' morale.
Lastly, owing to the existance of favouritism, a bank cannot formulate
a formal personnel system that gives equal treatment and attention to
all employees. A formal personnel system is an indispensable factor in
the personnel administration of a bank.
In view of the above five possible bad outcomes, we can conclude
that recruiting through introduction or recommendation is not ideal.
A better means of recruitment must be sought for. Although the other
sources may have a disadvantage of lacking deeper knowledge of the employees,
it may be remedied in one way or others, For example, we can make use of
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application blanks for the evaluation of the applicants' personality and
conduct, or to judge their personality and conduct through their past
history, family background, personal interest, and so on. Among the
sixteen banks visited, ten use the application blanks, the rest do not
have this form, which is designed to find out the candidate's past
history, family and educational backgrounds, interests, habits, and
special talents. A sample of this kind of application blanks is shown
in Appendix I.
Aside from application blank, the reference approach can be
used to probe into the applicant's personality. This reference is
preferrably to be directed to persons chosen by the bank, instead of
those named by the applicant. This method is very popular in banks in
foreign countries. They approach the schools the applicant had attended
before, his former employers or other people who know the applicant
fairly well. These-references give information concerning the applicant,
such as his academic records and conduct. Local Chinese banks seldom use
this reference approach. Should there be any, it is only inquiry about
the applicant from the referrer, neglecting other sources which are
equally effective in gathering reference information.
The reference approach is very common in the advanced countries.
In his book Supervision and Personnel Administration, Mr. J. W. Hansen
suggested the gathering of the best information from former employeys.1
1J. We Hansen, Supervision and Personnel Administration (New York:
American Institute of Banking, Section the American Bankers Association1966), pp. 87-91.
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The use of telephone for inquiries will give a better result, since people
can speak more freely in conversation. He also suggested to use a record
form to gather information during the telephone reference checking.
This form can be found in Appendix II of this thesis. Letter inquiry may
be used if a telephone check is not available. This proposed record form
is found in Appendix III. These two methods of reference checking may
not be applicable in Hong Kong since Chinese people are more conservative
to strangers. It is hoped that these methods will gradually be adopted
by people since they are useful methods for checking applicant's
personality and conduct.
Placing more attention on the management of operational system
is an important way to minimise the opportunity of fraud. Fraud in any
bank usually arises from defective management therefore, it can be
reduced if a more effective managing system is formulated, The method
includeeperiodical survey or inspection, the requiry of the signatures
of two or more persons on documents, and the like. Improvement of welfare
schemes, such as further education of employees, increase of salary to a
satisfactory level, etc. also has its value in reducing fraud commitment.
In short, there are many ways and methods to know better about the
applicant or to reduce fraud commitment other than limiting recruitment
source to persons familiar to the bank. Banks should try other sources
to attract potential employees.
The other sources of recruitment are many. Here are some possible
ones for banks:
The school is the most important source for applicants. Secondary
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schools, vocational schools, post-secondary colleges and universities
can be the objects of banks. How can a bank attract students to seek
positions with it A bank can make contacts with the schools, asking
for recommendations. Or the bank can contact the students directly
through literature, films, talks or personal interviews. All these
ways provide better chance of hiring the outstanding graduates of
the schools.
Acceptance of direct or personal applications should have
received more attention. Persons who apply personally usually have
interest in the banking profession these employees are easier to
train. Since they have interest in banking, they will give a better
working efficiency.
The banks can also attract applicants through newspapers and
other advertising media. In such a way, a bank can have a wider choice
of employees since responses may come from school graduates not being
contacted, as well as those who wish to transfer from another bank
or shift from other professions.
Another source of employees can be the public employment agencies.
There are two public employment agencies in Hong Kong that give free
services. They are the Local Employment Service of the Labour
Department and Employment Assistance Scheme of the Federation of
Social Services. Though at present the functional operations of these
employment agencies have not yet reached an ideal level, yet, with
improvement in future, they can act as a useful source of recruitment
for the banks.
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There are some occasional sources like the rehiring of former
employees available for reemployment, referrals from customers, or
rearrangement of employees from other organizations under the same
headquarters of the bank. These are all occasional and dependant
upon individual cases of the banks.
SELECTING
In the first selection of applicants, most banks select those
persons who possess the minimum requirement of education level. The
requirement for trainee for junior posts is usually secondary school
graduates. There are eleven banks that accept both Chinese and English
secondary school graduates three accept only graduates from English
secondary school two have no exact requirements, even those not having
graduated from secondary schools may be hired. Of course, these are
only basic requirements. Since there are so many people looking for
jobs, the banks often hire employees with higher educational level
than their expectancy. The bank employees' opinion survey reveals
their education levels as shown in Table 2.
Table 2. Education Levels of Bank Employees
No. of Employees % of total
Chinese secondary school graduates 27 61%
English secondary school graduates (Form V) 2 5%
Form VII secondary school graduates 1 2%
Post-secondary College graduates 4 9%
University graduates 4 9%
Associated members of the Institute






The above table shows that the secondary school graduates occupies
a great majority of employees in the local Chinese banks it also reveals
that 30 percent of employees have an education level that exceeds the
minimum. However, this 30 percent seems to be insufficient at the
present time when the work in the banks is becoming more and more
complicated. The knowledge of banking is correspondingly becoming more
and more intensive and extensive, the banks would then need some employees
with a higher education level. With the consideration of the development
of future supervisors, it is better for the bank to hire some employees
with higher education level so that they may have the ability to handle
higher positions in future. The most effective way to attract those
Form VII graduates, the post-secondary college graduates or the university
graduates is to contact directly the schools or the students. Besides the.
hundreds of secondary schools, Hong Kong has many private post-secondary
colleges and two universities. If the banks will make contacts with
these education institutes, they can surely attract many outstanding
students to serve in the banking field.
JOB SPECIFICATION AND OTHERS SELECTING BASIS
The most important thing for selecting suitable employees is to
set up job specifications which are statements showing what kinds of
employees are needed for different positions. In order to set up job
specification, we have first to conduct a job analysis procedure by
which the natures of each job are systematically investigated and noted.
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Then we can prepare job descriptions to describe each job by a systematic
outline. Job specifications can then be set up according to the
requirements of each job. The local Chinese banks seldom perform job
analysis they believe that if the employees possess a certain education
level, they can easily handle the general work of a junior staff.
Actually they should understand that when a job is well described so as
to know the requirements for the persons who handles the job, then a more
suitable employee can be hired. A bank must gradually set up job
specifications for selecting employees.
After the first screening, the bank will discard those unqualified
ones. The personnel officer will interview the primarily qualified
candidates. The personnel officer can detect the candidate's personality,
working ability, past experience and family background through the talks.
The personnel officer can also observe the candidate's intelligence,
manner, self-confidence, etc. These are very good information for selection.
One of the sixteen banks has an interview assessment form for appraisal
of these attributes.
Aside from the interviews, the banks usually give written tests.
There are twelve banks that demand written test whether the candidate
comes through referral or self-application. Test subjects are Chinese,
English, arithmetic and/or general knowledge. If the work requires the
knowledge of accounting, then, an examination on accounting will be added.
Two banks test the candidates-only on special knowledge required for
the job such as accounting, auditing, and the like. The rest of the
two banks give no written test at all. In the employee survey,
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thirty-one persons out of the fourty-four have taken a written test when
they first entered the banks. This proves that the written tests are
one of the selecting method frequently used in the banks. The purpose
of the banks in giving written tests is to examine the knowledge of the
candidates on the subjects tested. They trust that the test subjects
are good enough to check whether the candidates can handle the work
efficiently or not. Therefore, ten banks among the sixteen admit that
they will employ the candidates who passed the tests with the highest
scores.
The advantage of this testing method is that it is a fair basis
for selecting employees. But it is not enough to use this testing
method as the only standard for employment, since those who gave good
result in the written test do not necessarily suit the vacancy in the
bank. Selection must be based on the combined information of application
blank, personal and business reference, interview and personal
observation, credit report, etc. These plus the examination result
can detect the suitability of a candidate.
SELECTING DECISION-MAKING
The decision of selecting an employee seldom takes in the opinion
of the direct supervisor or department head of the position concerned;
it is usually made directly by the personnel officer, or the chief manager
selects one among the candidates recommended by the personnel officer.
This circumstance is somewhat related to the traditional management
method of the banks and their type of ownership. In these banks,
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everything is decided by the chief manager. But it is better to seek
the opinions of a department head or the immediate superior in selecting
an employee since a personnel officer is only on the staff position, he
can only give advice to the line operators in selection. The most
preferred process of selecting is that the personnel officer recommends
some candidates according to the job specification and tire suitability
of the applicants, then presents these candidates to the direct
supervisor or the department head for his decision. The direct supervisor
is then responsible for final recommendation of candidate to top
management. There are at least two advantages that the final selection
be made by these supervisors: one, the department head or supervisor
has a better understanding of the job requirements of the position
concerned, and thereby knowing what to choose best two, if the department
head or supervisor has the right to select new employees, he is more
enthusiastic in the induction and training of the new employees since
he must have confidence on.these men and he also seems to have greater
responsibility to train them as good as he can.
One more topic worth discussing is the psychological tests
popularly used in the advanced foreign countries. These tests are used
to detect the candidates' suitability to the banking career and their
personality. However, the validity of these tests is still far from
ideal. Personality is an abstract thing and is not easy to detect.
Therefore tests of this kind can only be used as negative implication
rather than positive, for example, to decide that a certain person is
not suitable for a clerical work when his scores is below a reasonable norm,
but not used positively as a standard to select the person who get
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the highest scores. This is my advice to those local Chinese banks
which feel the need of these tests in future.
GUARANTEE SYSTEM
Guarantee system is a special requirement in the personnel
administration of a local Chinese bank during the process of employment.
Owing to the fact that the bank's employees usually handle money, or
related documents, there are possibilities of deceit. While selecting
new employees, the bank must require the selected candidate to complete
a guarantee procedure (i.e. to find a guarantor to guarantee his conduct),
aside from paying attention to his personality and honesty. The guarantor
must not be the close relative of the employee. This guarantor
guarantees that the selected employee is honest, trustworthy and diligent
in work. Should the. employee commit deceit or deficiency in work
which in turn causes a loss to the bank, the guarantor is then responsible
for every loss.
All the local Chinese banks require guaranty from their employees.
The guarantor can be a person or a business firm. Among the sixteen
banks, there are two that require a business firm as a guarantor four
banks require a person as a guarantor, and the other ten banks accept
either a person or a business firm. The contents of a guaranty in
fourteen banks is to be responsible for payment of a limited amount
of loss, only two banks require the payment of an unlimited amount of
loss. The limited amounts range between $10,000 to $20,000 depending
upon the different positions held. But two banks require a limited
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guarantee amount of $5,000 or below.
When hiring a new employee, the personnel officer gives him a
guarantee agreement form to be signed by his guarantor, If the employee
prefers a person as a guarantor, he must find a person with high social
status. If the employee prefers a business firm as a guarantor, he
must find a firm which is legally recognized and with a considerable
amount of capital. The reason for a guaranty is to make sure that
somebody is responsible for payment of any loss. The banks send out
investigators on this matter, to find out whether the guarantor possesses
all the necessary requirements or not. These investigators are usually
the workers in the credit department, whose daily duty is to investigate
the credit condition of money borrowers. This investigator gives an
oral or written report to the personnel officer with information they
have gathered during the investigation. This information is sometimes
passed to a mangement committe or the chief manager. Then, the personnel
officer, the management committee, or the chief manager will make the
decision on the acceptance of the guarantor. This investigation is
usually carried out after the return of the guarantee agreement form
from the new employee. The selected candidate is void of his job if
he cannot find a guarantor or if his guarantor is not qualified.
There is one thing that the banks should improve in their
present guarantee system that is the investigation of the guarantor.
The banks should set up a special form for the investigator to fill
in. The personnel officer can then make his decision based on the
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information in the form. This will simplify the work of investigation,
and there is less possibility of leaving out the important items.
The other thing to be considered is the frequency of investigation
of guarantor the investigation must not be carried out only at
the time when the guarantee form is signed, but must be continuously
or periodically carried out to detect the possible change of the
guarantor's situation, or even his possible removal to other cities.
Among the sixteen banks, eight banks only investigate the guarantor
once. Among the other eight which have follow-up investigations,
two banks have a periodical investigation interval of three years,
one bank of two years, three banks of one year and two banks of half
year. The most suitable investigation period will be once annually
since investigation every six-months will be too often while two-year
and three-year periods are too long that the bank may be ignorant of
the changes of the guarantor.
The most important matter to consider is the possibility of
elimination of the guarantee system. It is not easy for an employee
to find a guarantor who possess all the necessary qualifications
required by the bank. In the employee opinion survey, twenty-one
persons among the fourty-four stated that they have had difficulties
in the search of a suitable guarantor. This difficulty does not
necessarily prove the unreliability of the employees. The circumstance
is usually due to lack of qualifications on the part of the friends
or relatives who are willing to act as a guarantor. Or, sometimes,
people may not be willing to take the responsibility of paying for
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losses though he has full confidence in the employee concerned. It is
a great pity that an selected candidate loses his job simplily because
of his failure to secure a guarantor, this defect must be eliminated as
far as possible.
Since the main purpose of a guarantee system is to make up for
loss caused by commitment of fraud by employees, therefore, the bank
can purchase insurance for the possible loss instead of making use of
the guarantee system. The premiums of the insurance can be partially
shouldered by the employee and partially by the bank itself. The
insurance company then takes care of all payment of-possible loss.
In the event a guarantee system cannot be eliminated due to certain
reasons, another method can be used. That is to have a guarantee system
and purchase insurance policy at the same time. The requirement for
a guarantor as well as the guarantee amount can thus be reduced. It
will be easier then for a selected candidate to search for a guarantor.
This method has taken into consideration the benefit of the bank as
well as the employees. The function of the quarantor is not to pay
for loss, but only to assure the bank that the employee is honest,
capable and hard-working. This makes the employee feel responsible
to the guarantor. He will subsequently behave well, work hard etc.





Having obtained suitable employees, the bank has to guide them
in their working toward the accomplishment of the bank's goals. It
involves induction, placement, training, appraisal of performance,
internal movement as well as internal communication. These programs
all aim at the effective utilization of employees' efforts.
INDUCTION AND PLACEMENT
Induction herewith includes the processes of induction and
orientation for welcoming a new employee into a bank. Induction usually
indicates an introduction or initiation to something new, while orientation
is the second step of introduction to make the new employee an actual
member of the organization. These two steps are both necessary on new
47
employees to give them a general idea of the bank, so that they may well
comprehend the nature of their work and the bank within a reasonable
short time. The purpose is to avoid possible restriction on the new
worker's ability in a new environment. The impression of the first day
in a bank is usually unforgettable, especially when he first enters the
business world. In most cases it is a trying and difficult day-in a new
employee's life. In such case, the bank must have a pre-planned sketch
of the induction procedures.
In the local Chinese banks, a new employee is told, in outline,
by the personnel officer about his position, as well as the rules,
disciplines and fringe benefits. He is then handed over to his department
head or other principal officers of his department or section. The
induction will then be handled by that department head or principal worker,
furnishing the new employee with the general situation and functions of
the section or department. The new employee then starts to work. Some-
times an old employee is responsible to teach the new comer or sometimes
the new man is left on his own working by self-absorption.
Generally speaking, the induction of new employees in the local
Chinese banks is insufficient. This is due to lack of an induction
plan. There is no planned system of induction in contents of the induction
course in most of the Chinese banks. The new employees just have to
learn and comprehend through trial and error. The personnel officer
and department head just hand over what they can think of at that moment,
which is not detailed. Therefore there is the possibility of leaving out
some important things. This will naturally result in difficulties on
the part of the new employee while trying to adjust to his new position
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and responsibilities. Twenty-one out of the forty-four employees in the
survey replied that they had difficulties in getting acquainted with
their new job. This indicates that the banks must improve their induction
program.
A new employee must be helped to develop his potentiality in
the new working environment. This needs planning and follow-up. The
department head or any one who is responsible for the induction must
first set up an induction plan and decide on the topics to be discussed
with the new employee on his first day of employment. The contents of
each topics must be designed in advance. The items of discussion should
include the following:
1. Bank functions
2. Department function and its relationship to the overall operation
of the bank.
3. Working condition




In those banks with a special personnel officer, it is reasonable and
logical that this staff officer explains specially and in detail the
working condition-and basic relationship of the organization as a whole.
The department head, on the other hand, pays special attention to the
review of job assignment, makes the job description clear to the new
employee, and relates it closely to the overall functions in the bank.
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Most of the information given by the personnel officer might be repeated
by the department head. The matter of employee benefit and compensation
may be only discussed between the personnel officer and the new
employee. The rest are to be repeated within a reasonable limitation.
This duplication is not a waste of time or effort it has a value
since a new employee is usually a little bit nervous and the information
often confuses him that he cannot understand clearly. Repetition will
help making matters clear enough to be comprehended by the new comer.
In the induction process, the most important thing is to encourage the
new men to clarify all their doubts and points that they cannot clearly
understand otherwise the induction process is not finished if the new
men still carry doubts with them.
Induction and orientation process is not a one-day's matter. It
is gradually carried out from the first day of employment through the
following days. According to the pamphlet of How to Welcome a New
Bank Employee published by-the American Bankers Association, it is
sugguested that orientation period should last for at least two weeks.
During this period, the department head or other managing personnel
makes several separate interviews with the new employee discusses with
him some topics each time. At the beginning of each interview, the new
employee is asked to bring out questions regarding the previous topics
of discussion. This gives enough time for the new employee to comprehend
all that he is supposed to learn and to learn it not in a haste.
Induction process does not only include interviews, the personnel
officer and department head have to continue to follow up with the new
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employee by giving continuous guidence and encouragement to him and by
answering any question that may arise. In a few months' time, the new
employee will be well on the way to becoming a valuable member to the
bank's staff.
An important tool, a staff handbook, may be used in guiding the
new employees in the comprehension of their new environment and the bank's
functions. At present, only five of the sixteen banks have a staff
handbook. The others should consider to publish one for their employees.
A staff handbook can make available to the staff written
statements of personnel policies. This results in a more uniform
interpretation of bank policies and minimizes the possibilities of
misunderstandings. The written personnel policies can further clarify
the bank's policies governing specific situations. This handbook is
also a part of the employment agreement between the bank and the staff
members.
Usually, a staff handbook must include the bank's personnel
policies and information which every employee should know. A list of
the subjects of personnel policies that could be incorporated in a staff
handbook is shown in Appendix IV. The list is not all-inclusive
Each bank can plan its own individual handbook, either including more
items or less items in it. Since the whole personnel policies of a
bank is found in the handbook, the new employee can understand clearly
these policies and the process of induction can be carried out smoothly.
This kind of handbook is* very useful for induction and other
uses. It is sugguested that every bank should have one and give a copy
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to each of its employees. The large banks can have printed handbooks
while the smaller banks can use loose-leaf notebooks with policies
typed on the sheets. The contents of the staff handbook can be decided
by the management personnel who should seek the opinions of the present
employees who may have valuable sugtuestions.
When the induction is finished, the new employee is then placed
in a proper position. Since the local Chinese banks recruit new employees
whenever there is a vacancy opened or whenever there is a need of business
expansion, the new employees are only placed in the vacancies or the
newly created positions. It would be a good placement if the personnel
officer or the department heads take into consideration of the employees'
past experience, working ability, personality etc. which are detected
through selection procedure.
TRAINING
Regardless of the bank's size, a bank achieves its goals through
efficient service. In order to operate successfully, every employee of
a bank must have enough competence to handle his or her job It is
said that well-trained employees are a bank's most valuable asset
because a more productive staff will decrease operating expenses,improve
service to customers, and increase profit. Therefore, one major task
of personnel administration of each bank is to provide adequate and
continuous trainings for every staff member in the bank.
52
Employee training is the process of assisting an employee to
become efficient in his present position and to prepare himself for
future assignments through the development of job skills, knowledge,
and attitude. Both old and new employees in banks should receive
training. In the discussion here, training is divided into two parts:
individual training and formal training courses.
INDIVIDUAL TRAINING
Training in the local Chinese banks is mostly individual training.
It is only applicable to the new employees, and the old employees are
usually left neglected. When a new employee reports for work, he is turned
over by the personnel officer to the department head of the assigned job.
The department head then arranges a position for the new employee, and assign
an old employee to train him by telling him how to work. Then the new
comer is on his own and learns further through his work, although he is
always free to ask the old employee that is, the new man learns by
absorption from his colleagues. Among the sixteen banks visited, eleven
banks have assigned one old employee as an instructor or trainer for a new
employee. Five banks have their orientation and training of new comers
handled directly by the department head. The employee-opinion survey
reveals that most of the bank employees learned to work from his colleagues.
The facts are shown in Table 3.
The weakness of this type of training is the absence of planning
and good organizing of training process. The trainer usually does not
have a definite plan of training. He teaches or tells the new man
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whatever he thinks of at the moment. This self-learning by absorption
is time-consuming and inefficient there must be some improvement in
this training method.
Table 3. Process of Learning to Work
No. of employees % of total
(a) Learning from colleagues 28 64%
(b) Learning from department head 10 22%
(c) Self-absorption plus (a) 2 5%
(d) Self-absorption plus (b) 4 9%
Total 44 100%
Another thing worth noticing is that training mist not be limited
to the new employees. It should include the old employees as well.
The purpose is to prepare them for other positions. In this way, a
personnel inventory can be constructed to meet unexpected absenteeism
and heavy work load in certain positions under certain period. Ten
of the sixteen banks admitted that they do not have plans to train
old employees. This neglect of the training of old employees should
be eliminated.
The most important point in improving training is to plan.
Effective training of employees needs careful planning and continuous
effort. The personnel officer, as well as the trainer, must work
together in formulating the training plans. The organized training
process has four steps:
(1) Plan for training
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(2) Prepare for training
(3) Training
(4) Follow-up
In the first step, the personnel officer assists the department
head to decide which are the working skills or knowledge that should be
taught to the trainees. Then they decide who the trainees should be.
Speaking of the new employees, the new men are of course the object of
training. While speaking of training the old employees, decision must
be made on whom should be selected for further training in addition
to his present job. In order to make clear what an employee lacks and
what training he has already had, a chart can be made for the purpose.
This chart can also be used to mark down the expected date of completion
of training. This chart is called Personnel Inventory and Training
Time table, of which a sample is given in Appendix V. After the trainees
have been chosen, the trainer or instructor is then selected based on the
working experience and knowledge as well as one's ability to teach or
train. Of course, the trainer of one job may be the trainee of other
job since an employee may be an expert in one job but lacks experience
in others.
The important function in the second step is to prepare the
contents of the training program. The entire functional course of
a job is systematically listed. The instructor prepares a job breakdown
to show every step of doing the job and all the main points the worker
should pay attention to. The preparing of a job breakdown can force
the instructor to think clearly about a job, to remind him of the points
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during the instruction, and to help the trainee to understand better
by reading the job breakdown.
The third step is the actual performance of the training.
The first work of the trainer is to comprehend the trainee's past
experiences. There is no need of training the new employees on what
they have already known. A new employee must be taught how his job is
related to the aims of the department and the whole bank. This makes
the learning easier and can stir up further the trainee's interest in
his work since he has learned the importance of his work. Then,the next
work of the trainer is to present the trainee his job he has to instruct,
to show and to illustrate each important step, stressing on the key
points. Then the trainer let the trainee perform his job and corrects
his mistakes. Repetition is necessary until he is thoroughly familiar
with the working steps. A job usually consists of many tasks. The
instruction should not move from one task to the other until the
learning of a task is finished.
The fourth step is follow-up. When a trainer thinks that the
trainee has well comprehended the performance of every task, he can
leave the trainee alone in his job, but must still follow-up. He must
periodically observe the performance of the trainee, and help the trainee
with all his problems. This follow-up must be held for a certain
period in order-to find out whether the training has resulted in a
fruitful way.
The above planned training program can effectively carry out
the aim of the training. It certainly is better than the unsystematic
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ways of teaching by the trainer. In the past, services in the banks
is much simpler and banking work can be easily learned by a new employee.
Besides, business volume in banks is not big during those days, therefore
there is less demand of new employees. These make training unimportant.
As a consequence of the economic development of the locality, the
business operations of the banks have become more and more voluminous
and complicated, they need more well-trained employees to perform the
daily operations. Therefore, the local Chinese banks must pay attention
to setting up of some well-planned training programs for replacement of
the traditional training method.
FORMAL TRAINING COURSES
The enormous volume of work process and the expansion of the
branches frequently result in a serious shortage of experienced bank
staff. This lack of experienced staff may be a limiting factor to the
banks to offer more services or expand their business to new areas.
In view of this shortage of experienced staff, there must be some means
that can provide quick training to enable the staff take on the
responsibilities which in the old days they would not undertake until
they had years of experiences. This method is formal training courses
At present, only a few local Chinese banks utilize these formal
training courses. Among the sixteen banks visited, only one bank offers
training courses in the bank. The rest utilize the traditional apprentice
method, letting the new employee learn gradually by self-absorption.
It is sugguested that some formal courses be offered to provide means
for training a group of new employees or to provide continued training
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to old employees who have to learn new skills or knowledge.
It is believed that even though there is no such need at present
in some banks, these banks might feel the need of offering such courses
in the future. Since there are more and more new knowledge that must
be acquired by the bank employees, and there might be advanced develop-
ments in the bank's operations, like the use of computer, the banks must
in a short period train a group of new or old employees for the knowledge
and techniques.
There are two points worth noticing when using the formal training
courses method. The first is the teaching materials. These materials
must be relevant to the requirement of enabling staff to perform certain
duties. Irrelevant materials can only serve in confuse the staff and
in turn result in inefficiency. The second one is the qualities of the
instructors who must be competent and suited for the post. The instructors
are usually the bank officers. These training officers must first be
trained with the right attitudes in the skills of teaching otherwise,
the banks must recruit some experienced teachers equipped with the
banking knowledge and familiarize them with the operations of the bank.
These training officers must often engage in actual works, or at least
stay in the different departments for some periods so as to keep close
touch with the practical work and the developing bankingenvironment.
The local Chinese banks rarely adopt these formal training courses.
It is right time now for them to start adopting these training courses
to prepare the employees for their individual as well as the bankh'
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future development. At the beginning, some basic knowledge in banking
subjects, such as bank functions, bank management, money and banking,
import-export practice, accounting etc., can be taught. These knowledge
must be made known to the employees since many bank employees just know
how to perform their work and do not know the exact meaning of their
work nor the operations and functions of the entire bank. If every
bank employee can have a basic understanding of these knowledge, it is
believed that they will work with much ease and their working efficiency
will be far better. This type of training will certainly be welcome by
the employees. Forty-three persons out of the forty-four in the employees'
opinion survey said that they hoped that their banks can offer formal
courses to equip them with basic banking knowledge. This proves that
if a bank offers these formal training courses, the bank Employees will
be very happy to attend. We know that desire for development is one
kind of needs of human beings, thus training does not only increases
the employees' working efficiency, but also raises the working morale.
Aside from offering formal courses, the bank can encourage
employees to join training courses offered outside the bank. The
Hong Kong Centre of Institute of Bankers, London, has courses for the
training of bank employees. These courses mostly include those
particular subjects necessary for professional examinations set by the
Institute of Bankers. The bank can also encourage the employees to
join courses offered by the Extramural Studies Departments of the
Hong Kong University and the Chinese University of Hong Kong. These
two universities often have courses in the banking field. It is also
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sugguested that the banks join together to support courses that could
be offered by the Chinese Bankers Club. This would mean that the club
would include some educational activities in addition to the social
activities. No matter in what way, it is important and necessary for
the bank employees to have a thorough understanding of the fundamentals
of bank knowledge formal training courses is the most effective way to
contribute for this purpose.
PERFORMANCE APPRAISAL
The performance of works in a bank is accomplished through
people. The working ability of each individual is different. Some
may work very diligently, others just ordinarily and some even
inadequately. The performance appraisal is made to evaluate each
individual's work performance, so that the level of performance of
employees can be detected. Few employees are able to exert their
full potential without guidence and control, therefore, the performance
appraisal can help find out the shortcomings of the individual, then
amend them by exerting counselling or training to the employee. This
will lead to the increase of working efficiency and in turn give
benefit to the bank.
With only one exception, all the sixteen Chinese banks have
an annual performance appraisal. The one exception has it done four
times yearly. The appraisers are usaully the immediate supervisors
or department heads, but two banks have their appraisal done by the
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personnel officers, two by their managers and two done directly by the
chief managers. These appraisers study, at the appraisal time, their
individual employee's strength and shortcomings shown during the year
and then bring up their commendations and criticisms. The appraisal
result is usually recorded on some printed forms but there are eight
banks that do not have this kind of forms, they just put the result in
handwriting or type on sheets of parer or even do not keep record at
all. Most of the banks think that they make the-- performance appraisal
for the purpose of salary adjustment, promotion, and transfer. The
result of the appraisal is kept confidentially in the employee's
individual file by the personnel officer. None of the bank will let
the employee himself know about what has been written on his record.
It is suggested that those banks which do not use a printed
form for appraisal record consider using it. With such a form, a
list of characteristics that the bank thinks are important can clearly
be demonstrated. The appraiser can then put down the appraisal rating
of each listed characteristic the employee deserves. This standardized
form can make the work of appraisal more convenient and the result will
be fairer since every one is appraised on the same cha.racteristicse. The
common forma,..t of an appraisal form includes a list of characteristics
such as quality of the work, quantity of the .cork, dependability and
co-operation. The rating of the characteristics is grouped by numerical
designation or in such terms as excellent, very good, average, below
average or unsatisfactory. Some reference to the overall performance
of the employee is generally provided and some opinions concerning
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his future potential may be included. A sample of the appraisal form
is given in Appendix VI. Each of the local Chinese banks can set up
its own form according to its actual conditions. The sample format
can be used a reference.
The next point worthy of attention is that the appraiser must
endeavour to be fair while working out the appraisal. Since many
local Chinese banks used to hire relatives or friends of the bank's
owner or senior staff, favouritism and unfairness would probably appear
in the appraisal. In the employees' opinion survey, when employees
were asked the question what do they expect their banks to improve
in personnel system, twenty answered that they wanted "fairness",
since they think that there are favouritism toward some other employees
in their banks. In order to avoid upsetting the employees' working
morale resulted from favouritism, the appraiser must be as fair as
possible during the appraisal process. Besides not being affected
by the employee's background, other biases must be avoided too. The
appraiser should not let one isolated event or one very favourable
trait affect his overall judgment of an employee. The appraiser
should make his judgment of an employee. The appraiser should make
his judgment upon a series of events on the whole performance of the
employees.
The most important suggestion is that the appraiser discusses
the appraisal result with the employees themselves. At present,
no single local Chinese bank utilizes this method, thus lessening or
losing much of the value of the performance appraisal. Admittedly, upon
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writing an appraisal, the appraiser gains a better understanding of
the employee's strength and shortcomings this is the result of his
careful study. Anyhow, the hope for improvement lies chiefly in the
communication of these facts and opinions to the employees themselves
who are in the best position to improve their performance or to overcome
weaknesses. The discovery of a shortcoming is of no benefit unless
the knowledge is communicated to the employees with some appropriate
suggestions for improvement, and gaining bebefits from any possible
improvement thereof.
The discussion of the appraisal result can be brought out in
an appraisal interview. While interviewing, the points worth commenda-
tion can be first discussed, since people generally welcome commendations
other than criticism. Then the discussion goes on with his weakness
or his commitment of some error, and then make some effective suggestions
for improvement. While criticizing, it is important for the interviewer
to appear friendly and be enthusiastic and willing to help the employee
to improve his performance. In this way, the employee will rarely resent
the criticisms and the constructive suggestions.
Appraisal interview can serve as a chance for counseling. The
essence of the process of counseling is to advice, but at the same time,
allowing the employee to participate equally. It is a two-way communi-
cation. It is important to find out the attitude and ideas of the
employee in the process of counseling. From this information, the
interviewer can search for some guidance for solving problems or provide
means to satisfy some special needs. This personal counseling can
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promote the understanding between the employees and the supervisors.
The employees can bring up suggestions and voice their problems, and
by this way, their so called desire for self-recognition can be
satisfied this is important for raising working morale. And very often
their suggestion is helpful to the solution of the problem concerned.
In conclusion, the local Chinese banks should employ appraisal
interview and have the appraiser discuss the appraisal result with
the employees. The main aim of the appraisal can only be accomplished
through this way. The other functions of a performance appraisal, like
the use as bases of salary adjustment, promotion or transfer, are to
be discussed in the following sections.
PERSONAL RECORD AND PERFORMANCE APPRAISAL
The result of appraisal provides data to be taken down in the
individual employee's personal records. A personal record is a file of
information concerning an employee. The application blank, the photo
copies of relevant certificates, reference letters, trnasfer and promotion
records, records of punctuality and regularities, performance appraisal
result etc. are all kept on file. The main use of this file is for
reference when making decisions on promotion, transfer, salary adjustment
or other personnel arrangements. It is a pity that most of the banks are
not willing to tell how they keep their records, nor give out their sample
forms. Therefore, we shall not give detail discussion on the methods of
recording personnel data. It is possible that some banks do not even
keep records other than the record of punctuality or regularity in
attendance. In this case, these banks should set up this kind of record
for their use.
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PROMOTION ,TRANSFER AND SEPARATION
PROMOTION
Most employees want to qualify for better jobs in the course of
employment. Therefore, a promotion-from-within policy meets these
aspirations and at the same time provides the bank with a continuing
supply of human resources for higher positions. Generally speaking,
opportunities for promotion in banks are limited it is due to the
nature of the work that there will inevitably be a large number of routine
clerical jobs and a small number of supervisory or executive positions.
How is the progress of employees in local Chinese banks under
these limited chances of promotion? When vacancies of supervisory
position occur, the management personnel picks out some employees to
fill the vacancies after studying their personal records and judgment
based on their daily observations. According to their policies, their
promotion of junior workers to a supervisor is not based on the employee's
educational background, but on their working ability and performance
appraisal result.- Only five banks take into consideration of the employee's
educational background, when making a promotion. Most of the bank
reported that the employee's seniority acts only as one of the factors
for consideration in promotion, but one bank has the policy to promote
employees on the basis of their seniority.
Since chances of promotion in the banks are limited, the banks
must be extraordinarily careful and be very fair while promoting employees.
Otherwise, dissatisfaction and upset of morale bn the part of the
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employees may arise. Many local Chinese banks traditionally hire the
relatives or close friends of the bank's senior personnel, and in such
case, the promotion of employees is often affected by the employee's
background. Though all the banks I visited stated that their promotion
is made on basis of the employee's ability, yet from the employees'
opinion survey, twenty persons out of the forty-four expressed their
hope that their banks be fair when promoting employees. This matter is
therefore worth paying attention to. The best method of promotion is
to base on the employee's performace appraisal, plus consideration of
other factors, like age, educational level, past training, past experience
and the observed potential ability of the employee. A bank must not
depend solely on the appraisal of performance in promotion, since a
junior worker might show a very good performance in a clerical position
but does not necessarily prove that he is best fit for a supervisory
position. If the above suggestion could be considered, the employee
being promoted can always be a more competent one. This does not only
benefit the bank, but shall be rather fair for the employees. Another
suggestion is that the local Chinese banks must have a more systematic
plan for promotion. Promotion in these banks lacks planning, it usually
takes place when vacancies occur. The bank must always be prepared for
possible vacancies and future expansion. A well planned personnel
inventory should be provided. This is the required function of the
personnel department to choose suitable employees and train them for
higher positions. Usually, a supervisor must be one with past experiences
in certain positions. For this purpose, the personnel officer may rotate
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the candidates to those positions. When certain knowledge is required for
a supervisory position, the candidates must be fully furnished with such
knowledge by all possible ways and means such as attending courses in or
outside the bank. To train present employees for higher positions can
often raise employees' morale. Moreover, old employees can be more
familiar with the bank as a whole they do not need induction and orientation
which will otherwise be required for new employees.
TRANSFER
Transfer means the movement of employees from one job to another
on the same occupational level and on about the same level of salary. From
the standpoint of its purpose, transfer can be divided into three types in
the banks. The first is production transfer. Employees are transferred
from positions in which work loads are declining to those positions in which
they are increasing or in which-vacancies have occurred. The second type
is versatility transfer which provides management with employees having
experiences in various positions. The third type is remedial transfer by
which a wrong placement of employees in unsuitable position can be remedied.
The chance of occurrence of this type is less than the former two.
Transfer occurs in local Chinese banks only upon occurrences of
vacancies and when they are in urgent need of working personnel. That is,
they place more emphasis on the production transfer and neglect the
versatality type. Under this reason, their transfer is usually transfer
of employees between branches for the same jobs. There are only three banks
that have plans for regular rotation of employees. Transferring in other
thirteen banks is a passive and not an active one. These banks must establish
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some transfer policies in order to provide every employee .Jith chances of
handling other work. The rotation is not necessarily for preparation of
promotion, it may help the employees to understand better the conditions of
every department in the course of their rotation and comprehend deeper the
bank's functions as a whole. Transferring can actually be used as a means
of training employees. Moreover, clerical jobs of a bank is quite
monotonous and tedious. Transferring can give a change to the employees so
that they will not lose interest in bank career and feel less tiresome
in their work.
The process of initiating and approving a transfer is widely different
among the local Chinese banks. The situation is shown in Table 4.
Table 4. Process of Initiating and Approving a Transfer
Process
Number of
banksInitiated by Supported by Approved by
personnel officer 4personnel officer personnel officer
department head personnel officer personnel officer 3
general manager general manager general manager 3
management management management
committee 3committee committee
personnel officer general manager general manager 1
personnel officer department head general manager 1




It is suggested that the most suitable processes for determining
a transfer is that the personnel officer actively gives advicesto the
department head on a transferring proposal, then seeks the opinion of the
department head or the department head initiates a proposal and seeks
the advice from personnel department. It must be remembered that the
personnel officer always stands only on the ground of a staff and can
only help the line members to carry out the personnel programs. Some
banks have their last approval by the general manager this is good if
he seeks opinions from the personnel officer and the department head before
making his decision.
SEPARATION
The turnover rate of employees in the local Chinese banks is not
high. Due to the big population in Hong Kong, chances of getting job is
small therefore when one gets into a bank, he usually stays for years.
Since information is not complete, turnover rate cannot be calculated
correctly. If a ratio of the number of resignation to the total number
of employees of 1968 is used, there are thirteen banks out of the sixteen
that have a rate below or equal 5%. The employee's opinion also revealed
that there is a low turnover rate of employees. Thirty-four out of the
forty-four persons work continuously in a single bank, twenty-eight of
them have worked for morethan five years. Turnover rate is found higher
in the smaller banks. Their employees usually shift from these banks to
larger banks after they have acquired certain working experience for a
higher pay, although generally-not for a higher position.
Aside from voluntary resignation, the local Chinese banks seldom
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dismiss their employees. Twelve banks have dismissed their employees on
reasons that the employees showed bad personal conduct or had committed
serious mistakes in their work. The other four banks have never dismissed
their employees. Resignation and dismissal must both be done in one-month's
notice. On the bank's part, it usually pays in lieu of the one-month
notice period.
The personnel officer or a manager in these banks will usually
interview the employee who is leaving the bank. According to the
information gathered, the contents of the interview-mostly concentrated
in the reason of the recognition or dismissal. They seldom discuss the
possible opinions and comments of the leaving employees on the bank.
This type of exit interview will be best made use for enquiry of the
employee's comments on his job or about the bank itself. An employee
who is leaving the bank may be more willing to discuss frankly the
employment conditions since he will no longer suffer from the evil
consequences resulting from his criticism of working conditions. The
bank can then clearly understand the opinions of its employees. The
banks must consider the use of these exit interviews. Of course, these
exit interviews must be conducted very skilfully in order to seek the
cooperation of the leaving employee since Chinese people are usually
conservative and seldom give their free comments outwardly or openly.
INTERNAL COMMUNICATION
Large or small, a bank is made up of a group of individuals.
There will be no joint effort toward the accomplishment of its business
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objectives unless the policies of these objectives be made kno,orn to every
employee. Therefore communication has long been a matter of urgent
concern since communication is a system for the exchange of ideas, views
and information among members of an organization. Communication is not
a one-way approach which passes messages from the top to the bottom it
consists of the seeking of the employees' opinions and feelings by the
management. With a good internal communication system, the management
and the employees can have a mutual understanding and can maintein a.
high state of morale of employees. Besides, if the employee can clearly
know what is the expected result for his work and in what manner he
should perform his work, he can therefore give a better ror ing efficiency.
Communication is accomplished through both printed and spoken
word. Likewise, supervisors' action or inaction is also a medium of
communication, and is always considered louder and stronger then words.
The communication can be divided into two categories as formal and
informal formal communication is a planned arrangement by the bank's
management. informal communication is chance encounters like a brief
conversation without definite purpose. In the informal communication,
it is often easy to raise rumours, half-truths, or gossips between the
employees.To eradicate these informal communication, formal communication
system must be strengthened so that facts can be clearly given through
proper channels.
There are many kinds of media of formal communication. If it
is made in printed matters, there are bank publications and circulars.
Bank publication usually contains messages of bank policies, informations
71
within the bank or some other materials concerning banking knowledge.
It is not suitable for passing some current informations since
publication is always published weekly or monthly. Circulars are
usually used for passing of messages concerning the daily work operations.
These two are both one-way communication the management initiates and
gives out the information but does not seek the ideas of staff. members.
The modern management method suggests the principle of mutual
responsibility and shared objectives. The important way to seek
cooperation from employees is through discussion of the company's
objectives as well as the ideas and opinions of employees. This
"participative" system could only be carried out through the different
meetings. Interview means face-to-face talks with the employees.
Appraisal interview is one kind of this personal interview, only that
its agenda is limited to the result of appraisal. Th supervisor
prepares and formulates a general plan for discussing the subject matter.
An interview should be conducted in a friendly and mutually-respect
atmosphere, placing the employee in a condition free to voice out
whatever he wishes to say, so that there will be free exchange of
information. In this case, privacy is also important for a personal
interview.
Group meetings refer to communication with several persons,
face-to-face at the same time. These meetings can save time on the part
of the management and in many cases yield fruitful group ideas in a
brainstorming way. It is preferrable that the bank holds regular
scheduled meetings, either biweekly or monthly. The length
72
of the meetings may vary but each must be held. These group meetings
offer excellent opportunities for efficient communication of many routine
matters, for information concerning future events, for review of past
group performances and for many other topics. When a group of individuals
are often being brought together, the team spirit or morale can become
higher, which is essential to the group effort.
The internal communication system in local Chinese banks is not
ideal. Information concerning work assignments are usually distributed
through circulars they seldom use media other than the circulars for
communication with their employees. It lacks mutual understanding
between the management and the employees. Among the sixteen banks, one
has a monthly bank publication, seven have notice board that passes on
news in the bank. Five banks hold regular scheduled staff meetings
monthly among employees of each department. No bank holds regular
personal interviews with individual employees by the management officer.
These shows that the local Chinese banks do not pay much attention to
internal communication with junior workers. They only follow the
traditional management method. The supervisors tell the employees
what and how to work but do not seek at all the employees opinion and
idea concerning the work assignments.
Following the development of the bank's business operations,
traditional management method will eventually change toward the
participative method in order to obtain a higher working efficiency.
Local Chinese banks must do something to improve or strengthen their
communication system. They must have their department heads or section
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heads hold frequent personal interviews with individual employee. In
doing so, the employees can present their comments or thoughts as well
as their problems regarding their work on the other hand, the bank
can make clear the expectations for the employees. This will bring to
a final result of stimulating higher working morale among the employees
after learning that they are being looked at. They must also hold
regular scheduled group meetings for interchange of opinions among employees
and with the management personnel. When employees can clearly understand
the bank's objectives and at the same time be invited to present their
opinion, the working morale as well as working efficiency could easily
be raised. Among the larger banks, the staff meetings can be held
separately by each section while in smaller banks, they can be held. by
each department. The meetings will be sponsored by the section heads
or department heads. The best time interval for such meetings will be
once every two weeks or once a month. Undoubtedly, the banks must start
as early as possible to hold such meetings for a better or stronger
internal communication system in the banks.
SUPERVISION, CHECKING IRREGULARITLES
AND SETTING DISPUTES BY COUNSELLIING
As a personnel officer, one usually has chances of working
on personnel problems. Aside from taking charge of personnel programs,
one of his daily tasks is the supervision of the employees. The personnel
officer stands on the side of staff when aiding the supervisors in
supervising their subordinates. He gives advices to the line proper
means of management. He watches on their daily supervising work and
notify them if they do not follow the bank's personnel policies.
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Another responsibility is to check irregularities of the employees.
This is also extending help to the line supervisors in management of
employees. When employees are found to be impunctual or irregular in
attendance, it is being noted down by their immediate supervisors, and
the reports will in turn be passed to personnel department. These reports
will be filed in the personal records of the employees involved as one
of the bases for promotion, transfer and salary adjustment. On the other
hand, the personal record also has with it good performance and conducts
of the employees as observed by their supervisors or other management
personnel.
Disputes between employees are unavoidable. The settling of
them is a very difficult job. A supervisor must takes a proper attitude
and tries his best to bring a harmony between the disputants. The
personnel officer may bring out his opinions to help the supervisors
to settle the disputes. All the three matters mentioned above can be
treated as items in internal communication system since the daily
supervision, checking irregularity and settling disputes can be handled
better if there are frequent personal contacts between supervisors
and employees. A personal interview can provide counselling chances
for the employee to express his opinion and then advice is given by
supervisors or personnel officer on his irregularity or disputes. It
is important to.help and direct an employee to improve his working attitude
as well as his conduct. Being an important item of internal communication,
counselling is a useful method-for this purpose.
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CHAPTER V
EMPLOYEE REMUNERATION AND OTHER INCENTIVES
The discussion in this chapter concentrates on financial
compensation and some incentive schemes to bring up employees' working
morale. Of course, these programs cannot alone fulfill the purpose of
motivation. It needs some more treatments and methods to promote, among
employees, contentment, good-will, enthusiasm exertion, loyalty etc.
We shall not go into detailed discussion here. Some programs discussed
in previous chapters, such as training, performance appraisal, promotion,
internal communication, etc. also play an important role in this
motivating function.
SALARY ADMINISTRATION
The most important way of maintaining employees' willingness
to work in all organizations is the-utilization of financial compensation.
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It is only when employees are reasonably remunerated that they will
endeavour to work towards the organization's goals. At present, there
are usually two types of financial compensation one is salary, the
other is employee benefits and services. The salary usually receives
more attention by the employees since it determines the manner in
which they must live. Salary is the most frequent cause of discontent,
therefore salary administration is an important program in personnel
administration.
Salary administration program begins with the decision of the
salary worth of each position, followed by the determination of the
amount of the person who holds the position should get, and then the
continuous adjustment to the existing level. Let us first discuss the
salary administration programs in local Chinese banks. The fixing of
salaries is in a haphazardous process without any attempt to handle it
on an schematic basis. The decision of each employee's salary is based
on the chief manager or personnel officer's experience. Most junior
Workers' salary is in a similar range. The personnel officers of
thirteen banks claimed that they pay their junior workers at the
monthly rate of around $400 to $600. Two banks pay at the range of
$200 to $400. One bank pays at the range of $600 to $800.
The survey on the employees' part reveals a similar situation
to confirm their statements. The salary receipt of these employees
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is shown in Table 5.
Table 5. Salary Rates of Employees
Amount of monthly Salary No. of Employees of total
HK$ 201- 4oo 3 7/
HK$L+o1- 600 16 36%
HK$6o1- 800 20%9
HK$801 -1000 5 11%
Above $1000 16%7
No indication 4 10%
Total 44 100%
As regards the question of whether they are affected by other
banks when they determine their salary rate. Six banks determine their
salary rate independently and ten banks conduct some informal surveys
on the situation of other banks. Five among the ten also pay attention
to salary rates of similar business concerns.
There are salary adjustments according to the performance
appraisal and seniority of the employees. Thirteen banks make an
adjustment annually one bank quarterly two banks at irregular time-
inerval. The adjustment usually results in an increase of salary to
individual employees if his performance deserves, while others may
remain the same if their performances are ordinary. Most of the banks
have a salary range for every position but five banks do not have such
a range, that is, there is no limit or bar of increment.
Then, how about the adjustment process`: The adjustment of
ten banks is determined by the personnel officer or the personnel
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committee three banks is determined by the chief manager. Two banks
have the process of recommending the adjustment by department heads
and approved by a management committee or the chief manager. Employees
do not know about the adjustment until they receive their first pay
after the adjustment has been made.
Some important points are suggested below for the salary
administration in local Chinese banks. First, they must set up a
job evaluation system. The aim of this system is to establish a fair
and equitable salary scale among the various positions in the bank.
The banks now appraise the positions according to the experience of their
managing personnel and not to a systematic analysis, which may lead to
unfairness. While a bank's operation is developing, the relative
importance of jobs usually changes. This job evaluation must be carried
out after some period of time so as to keep up with up-to-date situations.
And then the salary. payment based on the job evaluations can be closely
related to the importance of each job.
There are certain formal approaches followed in the job evaluation
process. The most common four approaches are as follows:
1. Ranking method: Jobs-are ranked in order of importance.
2. Classification method::. Certain job grades are selected, with each
job assigned to one of the grades.
3. Point method: Certain factors common to all jobs are determined, maximun
point values are assigned to each factor. Number of points for each
factor is then assigned to each job according to the relative importance
of the factors embodied in each job. Finally the total of points
determines the relative importance of the jobs being evaluated.
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4. Factor-comparison method:. A limited number of existing key jobs
are selected. Job elements or factors are recognized in the key jobs
and comparative salary proportions are determined for each factor.
Other jobs are evaluated through comparison of relevant job factors
with the same factors in the key jobs.
Combination of two approachescan be utilized, like the combination
of point method and factor-comparison method. What is the reason behind
these more formal approaches of job evaluation then? That is it could
be more objective and can avoid the occurrence-of unfairness.
After the job evaluation comes the fixing of a salary range
for each classification of jobs this is to set up scales for each
group. Some local Chinese banks do not have a formal salary scale
though some banks may have a salary scale, it is outdated and does not
meet the present bank conditions. These banks must therefore set up
or renew their salary scale after a job evaluation. The banks must
also study the salary rates of other banks and other similar business
lines aside from its own conditions while setting their own salary rates.
This is to avoid a too low salary rate which might result in the loss of
their own employees, especially the outstanding ones from a high pay
attraction.
Then the next phase of salary administration is merit rating,
to fix an appropriate rate within a respective range for each individual
employee. This must be based on how well an employee does his or her
job. Actually this is the performance appraisal being discussed in
previous chapter. However, the performance appraisal is not set only
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for salary administration, there are some other purpose for management.
But, anyhow, the merit rating and performance appraisal have the same
meaning in salary administration, no further discussion of important
points is necessary here.
The last thing which deserves attention is that the immediate
supervisors or department heads should take more active part in the
salary administration program. In the yearly salary adjustment process,
the supervisors recommend a salary adjustment, or no adjustment, for
each of their subordinates since they are in the best position to judge
whether a salary adjustment is recommended or not.. Moreover, among the
employees, salary is usually of the most important concern, therefore,
it is the most valuable motivator of morale. Supervisors should be
accorded the privilege of notifying the subordinate that a salary
adjustment is being made, since they have a direct responsibility for
influencing employees' morale. At present, the employees in local
Chinese banks learn their salary adjustment after salary adjustment
only upon the first receipt of their pay-check. Then, why not let the
supervisors tell their subordinates of the good news once an adjustment
is approved by top management so as to increase their power of influence
over the employees.
EMPLOYEE BENEFITS AND SERVICES
Whenever discussion concerning the financial incentives of
employees is taken, there is always a discussion of employee benefits
and services. Though the most basic way of maintaining willingness
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to work is salary, yet it is always treated as a fixed reward by people
therefore, the employers often like to use .the various benefit and
service schemes to motivate their employees. The benefits and services
are often described as fringe benefits. In general, the existence of
this type of fringe benefit is made possible by the effort on the part
of employers to create good will and enthusiasm among employees, to free
them from worries that might interfere with their effective effort on
the job, and to make employment more attractive.
To-day's benefit programs may be composed of endless variety
of specific benefits and services, but they may be classified under
three major types: (1) Direct or indirect supplements to regular pay,
(2) programs that provide assistance to employees in meeting day-to-day
problems, (3) programs designed to provide security or protection against
major hazards, including unemployment, ill health, and dependent old age.
In local Chinese banks, the benefit items are not many. To
discuss under the three types mentioned above, the first one is the
benefits designed to increase the earnings of employees. The most
common item is the year-end bonus. All the sixteen banks have this
type of benefit. Eleven banks give two-month extra pay. Two banks
give one-month extra pay. One bank gives two-month extra pay, and
also a certain amount of the year's net profit to be distributed among
all the staff members. Another two banks give one-month extra pay,
and also a certain amount of net profit to be distributed. Aside
from the year-end bonus, therefore other programs of this category,
such as paying a higher interest rate to the employees' deposits,
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providing free lunch or lunch allowances, paid vacation, etc. These
programs are not all found in every bank. Numbers of banks possessing
these programs and do not have these programs are shown in table 6.
Table 6. Programs for Increasing Employees' Earnings
No. of banks No. of banks do notProgram
have the program have the program
Year-end bonus 16 0
Pay higher interest rate to
14 2employees' deposits
Free lunch or lunch allowance 12 4
Paid vacation 6 10
Education subsidies for employees' 4 12children
Rental subsidies 3 13
Over-time pay, transportation and
1 15other allowances
The next type of the programs is to provide employees with
assistance in meeting day-to-day problems. The banks can help their
employees with their daily life problems through either technical or
financial assistance. For example, dwelling is the most serious life
problem in Hong Kong, the banks can provide housing aid to the employees.
Another example is that the banks can purchase group insurance since
costs are greatly reduced by group policies. The banks can also give
out emergency financing facilities by granting loans to employees.
There are also other programs such as providing recreational facilities
or guided recreational programs which can encourage the development of
an in-group feeling among employees and reduce their mental and physical
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strain. Numbers of the banks having these programs and not having these
programs are shown in Table 7.
Table 7. Programs for Assisting in Daily Problems
No. of banks 1\47o. of banks do
Program
have the program not have the program
Housing aid 12
6 10Group insurance purchasing
Emergency financing facilities 115
6 10Recreational programs
The programs which provide security or protection against major
hazards are usually of the most concern. These programs include
retirement scheme and health programs in the local Chinese banks. Their
retirement scheme is usually provided in the form of provident fund.
Only two banks do not establish a provident fund for their employees.
Of the banks which have provident fund program, most of them demand
their employee to contribute 5% of their salary and they pay an equal
amount into the fund thereof. This accumulated sum of money is kept
by a trust committee which will invest the fund in securities or other
investment opportunities with low risk. This program is designed to
encourage employees to save for their future living expenses. If an
employee leaves the bank before retirement, there are rules for the
refund of his-contributions. These rules are different among the banks.
The most common rule is that an employee is free to withdraw his own
part of contribution whenever he leaves but only when he has served
the bank for five years, he can take 50% of the bank's contributed
-part if he has served for six years, he can take 60% of the bank's
4
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part and so on. He can take the whole sum with him only when he has
served for ten years or more. Aside from provident funds, five banks
also allow their retired employees to remain on the payroll at a
reduced rate. Regarding the health benefit programs, five banks do not
have any scheme while the others provide subsidiaries to the employees'
medical expenses. The subsidies usually have upper limits which range
from $150 to $350 among the different banks. The health schemes seldom
include surgical and hospital expenses, but most banks will offer special
assistance in some cases.
Since all the employee benefits and services schemes involve
additional expenses of the bank, there are individual differences
in every bank's policy and circumstances. We cannot therefore conclude
that the benefit schemes. of a certain bank is insufficient. Of course,
the employees will certainly welcome such benefit schemes. The employee
opinion survey reveals this fact that thirty persons out of the forty-
four think that the benefit schemes in their banks are inadequate. From
the view point of the employers, they have to consider their costs
problem. The more important programs that need improvement are to be
discussed here. Each bank can-improve or strengthen its program base
on the suggestions and according to its own situations. Employee
benefits and services are actually an efficient method to increase
employees' feeling of security so as to raise their working interest
and morale, therefore the banks should try their best to be more generous
in setting up these programs.
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The first to be discussed is the year-end bonus scheme. Bonus
is a kind of profit-sharing plan. The aim of any profit-sharing
scheme is to offer employees an incentive to increase the efficiency
of the organization and increase the profits in which they will share.
There are thirteen banks at present that give out a fixed two-month
or one-month extra pay. This becomes a fixed obligation of the employer.
They are apt to be accepted by employees as a definite part of their
compensation, and therefore, offer no incentive to employees to help
increase profits.
For these reasons, the banks had better calculate this bonus
as a function of the profit earned. That is, the profit is the variable
inserting into the formula every year. Few banks utilize this method.
If they use this method of offering bonus, the employees' morale and
working efficiency would be brought up since employees want to earn
more for themselves.
Next for attention is the paid-vacation scheme. Many local
Chinese banks do not possess this scheme and give lack of employees
for rearrangement of work as a reason. A one-week or two-week paid
vacation allows a period of relaxation for the employees after a long
and tiresome work. This will certainly improve their health and mind,
increasing working efficiency after they report for work again. The
banks must try to carry out this program, they must train employees for
the purpose of personnel inventory which has been discussed in the previous
chapter. And in an orderly arrangement of the vacation leaves of the
employees, the bank's daily-operation will not be affected.
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The third scheme for discussion is the housing-aid program.
Dwelling is an important problem for a Hong Kong resident. If the
banks can help their employees in their problem of dwelling, the
program is believed to be the most welcome scheme. Four local
Chinese banks have special house financing schemes to assist employees
in building or buying homes. They grant loans to their employees
on some favourable terms and allow them to repay in ten years or within
other time period. The operation or execution of this scheme is believed
to be not difficult in banks since one of the business operations in
a bank is to grant loans. Therefore the banks can easily set up this
scheme.
The fourth program is the group insurance program. Only six
banks possess this program. This is not ideal. More banks should
purchase group insurance policies for their employees. For example,
life insurance, accidental and disability, hospital expenses etc.,
all these policies can make the employees feel more secure against
these hazards, and can concentrate more on their work. Regarding the
posts of group insurance, it is lower than the individual policy.
These costs are preferred to be shared by the banks with their employees
so as to lessen the employees' burden.
The fifth program is the retirement program. The purpose of
a retirement fund is to assure an employee,. upon reaching retirement
age, that he will be able to live out of the fund available to him.
The provident fund programs in local Chinese banks cannot accumulate
for such a satisfactory amount. What is more important is that these
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programs are established in a period of only ten years or so, which
is not applicable to the present employees of older age and cannot
therefore guarantee effectively their living after retirement. It
would be more ideal if the banks could add some other programs. For
example, the addition of contribution by the bank or permission of the
retired employees remain on the payroll at a reduced rate. This gives
a sound program for the retirement schemes.
The last program to be discussed is the health scheme. Most
of the banks provide medical assistance to employees with an upper limit,
but they must also consider the offer of assistance to the employees.'
family members. When a member of an employee's family is ill, it increases
the employee's burden. This will indirectly affect the employee's
working morale from financial difficulties or problem. Should there be
financial aid for their family members as well, it would mean a great
help to the employees.
The programs discussed above are the more important and the
more welcome ones as far as the employees are concerned. Other programs





In chapters III, IV and V, personnel administration in local
Chinese banks is'discussed under three categories. The existing
facts of their programs are discussed on one side comments and
suggestions are given on the other. The suggestions are the writer's
ideas originated from modern principles and methods of personnel
administration in advanced countries. They are expected to be used
for improvement of the personnel programs reaching finally to the
development and coordination of the willing effort of employees in
fulfilling the purpose of profitability.
Of course, these suggestions are generalised ones and may
not be applicable to every bank. However, they are useful as reference
to individual bank, according to its specific circumstances, for the
improvement of its personnel administration programs.
Some of the suggested programs will cause an increase of
expense, which will call for consideration of cost and return. We
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know that expense of personnel programs is somewhat like expense of
advertising, the return cannot be calculated though there may be
a certain increase of working morale among employees. Therefore, it
is up to the management of each bank to consider his own case and
determine whether the improvement is worthwhile. Since each individual
bank owns its specific conditions in the number of employees, number of
branches, business volume, total assets etc., the cost of adopting
the suggested programs will vary from bank to bank. Due to these
difficulties, it is hoped that the individual bank will calculate
its own cost for improvement.
SUMMARY OF PRINCIPAL SUGGESTIONS
RECRUITING AND SELECTING EMPLOYEES
Recruit through wider sources. Most of the local Chinese
banks recruit their employees through recommendation of relatives or
friends by their owners or senior staff, for they believe that in such
way, deeper understanding of the personality and conduct of the applicants
can be brought about. It is suggested that they recruit through wider
basis but use methods to gain understanding of each applicant. Other
sources include schools, direct applicants, advertisement, employment
agencies, etc.
Employ more candidates with higher educational level. At the
present, the employees of the local Chinese banks are mostly of secondary
educational level. Though some may be of higher educational level,
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the percentage in the total number of employees is not high. It is
suggested that the banks hire more graduates from post-secondary
colleges and universities in order to cope with the day-to-day increasingly
complicated banking operations and preparing stronger basis for future
supervisors.
Wider selection basis. On selection, a bank must not only
consider the testing results of a candidate, but also has to consider
the suitability of the candidate for the vacancy. Selection therefore
must be based on the continued information of application blank, personal
and business references, interview, personal observations and the
examination result. A job specification is necessary for judging the
candidate's suitability.
Selection be made by supervisor. The decision of final selection
of employees is better made by a direct supervisor or the department
head of the position concerned rather than made by .a personnel officer.
It is because that the supervisor has better understanding of the job
requirements and know what to choose best.
GUARANTEE SYSTEM
Investigation form. It is better to set up a special form for
the investigation of guarantor, which will simplify the work and avoid
leaving out important items.
More frequent checking. A once-a-year checking of the guarantor
is most preferred. It can keep track with the possible changes of
the guarantor.
Elimination of guarantor system. Many employees complain of
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the difficulty to find a suitable guarantor. It is a pity if a candidate
cannot get a job only on reason of his inability to find a guarantor.
Therefore, it is better to eliminate the guarantee system, or lower
the requirements for a guarantor. Banks should adopt other methods
that can function as a guarantee system for replacement.
INDUCTION AND PLACEMENT
Plan for induction. The induction process should best be planned
in advance for a new employee, so that no important things are left out
or are just proceed arbitrarily, which will often confuse the new comers.
Induction can be carried out within one or two weeks rather than one-
day, allowing the new comer to absorb the knowledge and adapt to the
environment gradually.
Use of staff handbook. A. staff handbook is necessary in a bank.
This book is made available to the staff in written statement of personnel
policies and some other information concerning the bank. It can be
used to give information to new employees during the induction process.
This kind of handbook can be printed or typed contingent upon the size
of the bank.
TRAINING
Plan and organize individual training programs. The traditional
way of training employees is letting an employee learn his work by self-
absorption through practice. Although there is often someone responsible
for telling a new employee how to work, yet the training is in a
disorganized way. This metho.d is inefficient and time-consuming. It is
better for the trainer to plan and organize a training program and carry
out systematically. Training should not be limited to new employees but
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should include continuous training for old employees as well.
Open formal training courses. Owing to the expansion of business
or development of new techniques and knowledge in banking, banks will
gradually feel the need of formal training classes which can provide
efficient, quick training to many employees at one time. It is suggested
that the banks start to practise this method of training now to teach
some basic banking knowledge. At the same time, employees should be
encouraged to join the courses offered by some outside institutes.
PERFORMANCE APPRAISAL
Make use of appraisal form. The banks that do not use an appraisal
form for their appraisal work should consider to use this form. With
such a form, a list of characteristics that the bank considers as
essential to sound performance and merit appraisal can be clearly brought
out. Then the appraisal basis can be standardized and result in fairness
and equity.
Fairness and equity in appraisal. Supervisors should pay much
attention to the fairness and equity in making performance appraisal
to each employee. Since the banks are in favour of hiring their employees
through recommendation of friends and relatives by their management
personnel, the other employees will easily suspect the existence of
favouritism.
Appraisal interview. Appraisal result is usually kept secret
without letting the employee himself knowing it. This lessens and lowers
the value of performance appraisal. For this reason, it is necessary to
hold appraisal interview to let the employee know how he is appraised.
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He is praised for good performnces and advised on ways and methods for
improving his shortcomings. Only with this kind of interview can the
function of performance appraisal be regarded as complete.
PROMOTION, TRANSFER AND SEPARATION
Fairness in promoting employees Management should not be affected
by personal feeling when promoting employees. The best way is to treat
every staff member equally, study their performance appraisal, consider
their age, educational level, past training, past experience and the
observed potential ability, and then choose one objectively basing on
this information. To avoid being unfair is the most important thing
in promotion making.
Plan for future promotion. Promotion should be systematically
planned before a vacancy opens. It is the personnel officer's duty to
predict the future need of promotion according to the bank's expanding
policy and the personnel data of supervisors. Advanced training to the
selected candidates for promotion is the centre of promotion planning.
Arrange more transferring. Transferring provides chance for
training employee to handle various positions. It also provide changes
to employees so that they will not loose interest in their work. It is
important to arrange more transferrings among jobs instead of transferring
only upon occurrence of vacancies.
Initiation of transfer proposal. The most common practice for
transferring in local Chinese banks is that the personnel officer arranges
for transferring. It is suggested that the supervisors be given the
chance of initiating a transfer proposal.-
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Advantage of exit interview. Making use of an exit interview
to Lsk the employee leaving the bank for his opinion on his job and
about the bank will often give possible chances of obtaining frank
criticisms.
Regular personal interviews and scheduled group meetings. The
department heads or supervisors should hold regular personal interviews
with subordinates for improvement of mutual understanding, efficiently
conveying to the employees the bank's objectives and policies, and
seeking opinions of employees, In addition to mutual understanding,
regular scheduled group meetings have the adva.ntfge of developing groupCDCD
spirit and finding valuable suggestions through brainstorming procedures.
SALARY ADMINISTRATION
Establishment of formal salary administration program. A formal
job evaluation system should be set up to determine the relative
importance of the positions in the bank. our approaches are suggested,
A formal salary scale should also be established for every position or
classification of job according to the job evaluation. Pay attention
to other banks or similar business concerns when determining the general
salary rate of the bank.
Supervisors take more part in salary administration. Supervisors
are in the best position to influence their subordinates. Therefore,
recommendation as well as recognition of salary adjustment should be
made by the supervisors so as to manifest in themselves a stronger
influnece.
EMPLOYEE BENEFITS JND SERVICES
Year-end bonus scheme. It is preferrable to use a formula to
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calculate the year-end bonus as a function of the yearly profit. Stich
program can offer the employees an incentive to increase the efficiency
of the bank and increase the profits in which they will share. In this
way, the bank can fulfill its principal goal of profitability.
Paid vacation. Vacations are made for recovery of energy and
working spirit of the employees. A one-week or two-week vacation can
increase the employees' working efficiency. Therefore the banks must
do their best to arrange for such vacations.
Housing-aid program. Housing or dwelling usually is a serious
problem in an employee's daily life in Hong Kong. If the bank could
grant loans for the employees to build or buy their homes and be repaid
afterwards, it would be most-welcoming to the employees, encouraging
them to endeavour more in their work.
Group insurance. When banks purchase insurance policies in a
group basis for their employees, it will save costs and will be more
convenient than purchases. made by individual employee. If the bank
could shoulder part of the insurance premiums, it would lessen the
employees' burdens.
Retirement program. The provident fund program at present is
not sufficient enough to give an employee a satisfactory amount of
living money after retirement. Other items should be added. One of the
ways is to give the retired employee a continuous pay which is of
course less than his salary amount before retirement.
Health benefit schemes. Aside from providing health benefit
for the employee himself, it would be best if such benefits be also
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furnished to the employees' direct dependents. It will lessen the
employees' burden and their anxieties over their dependents' health
and disease, which will lead to the increase of the employees' working
morale by the end.
CONCLUSION
The summary of suggestions concludes the discussion here.
The nine aspects we have discussed are among the important items in
personnel administration of local Chinese banks. Each aspect may
induce an independent study if there is a demand for detailed knowledge
in that aspect therefore, this thesis is only a general view of the
programs in these banks. The main purpose is to stimulate the interest
of, and induce the attention of the bankers on personnel administration.
All the suggestions are not detailed and are subject to the judgment of
the bankers. Should the findings give some hints to them as they plan





Middle NameFamily Name First Name






Whom To Notify in
Case of Emergency
Civil Status Name of Spouse Address No. Of Children other
dependents
EDUCATIONAL QUALIFICATIONS
Date of AttendanceSchool/Training Description of courses taken









Honors/Awards Received Extracurricular Activities in College
EXPERIENCE AND TRAINING (Write the most recent employment first)










Underscore any of the following machines which you can operate proficiently
Typewriter, calculating machine, adding machine, bookkeeping machine,
Others
List special qualification for bank work
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APPENDIX I (Continued)
Name of friends, relatives working with the bank
List of outside personal business, if any
Work preferences, if any
Expected starting salary Will you accept provincial assign-
ment? If accepted, how soon can you expect to start
working?
May we refer to your present employer? If not, five reasons
List illnesses you have in the past five years
Have you ever been convicted of any crime? If yes, give details
Were you refused a bond? If so, give details
What sports do you excell in?






Other pertinent information which you wish to add:
In the space below, please copy the following paragraph in
CERTIFICATION your own handwriting
I HEREBY CERTIFY THAT THE ABOVE STATEMENTS ARE CORRECT TO THE BEST OF MY
KNOWLEDGE AND I UNDERSTAND AND FULLY AGREE THAT ANY STI TEM NI T HEREIN IN-
DICATED FOUND TO BE ERRONEOUS AND WILFULLY GIVEN TO MISLEAD THE COMPANY
WILL BE SUFFICIENT CAUSE TO SEPARATE ME FROM THE SERVICE AT ANY TIME
DURING MY EMPLOYMENT.
Date Signature of Applicant
Comments of Personnel Department (Do not fill)
Source: Personnel Management- Selection and Placement of Personnel (Training
Manual No.126, published by Technical Aids Branch, Office of
Industrial Resources, International Cooperation Administration,








Mr. has applied for employment with us and tells us that
he previously worked for you. I should like to verify some of the infor
mation he has given us. Do you have time to answer a few questions?
1. He states that he worked-for your company from. to
Is that correct? (If not, show correct dates) From to
2. What was his job when he started to work for you?
What was his job when he left?
3. He shows his earnings as$
Yes.per______ Is that correct? No. Actual rate$
4. What did you think of the quality of his work? How accurate was he?
5. What quantity did he turn out?
How well did he apply himself?
6. How regular and punctual in attendance was he.
7. How did he get along with others?
b. What are his strong points?
9. What are his weakoints?
10 Did he have any domestic or personal trouble which interfered with
Yes.his work? No. (if yes, explain)
Additional information
Check by Date
Source: J. W. Hansen, Supervision and 'Personnel Administration (New Ybrk:






_has applied to us for a position as
wrpplicant indicates having been in your
employment from_ to
Since you have had the opportunity of observing this applicant as an
employee, your frank answers to the questions below will be most
valuable to us and greatly appreciated. Comments gill be kept completely
confidential. self-addressed, stamped envelope is enclosed for your
convenience.
BY
(If more space is needed for an answer, use reverse of this form)
1. Employed from to
2. What position did applicant hold?






4. How many days per year was applicant absent?
5. How was applicant accepted by co-workers?
6. Did you ever have reason to question applicant's honesty
7. What occasioned applicant's termination?
8. Would you reemploy ,If not, why?_




Source: J. 'd. Hansen, Supervision and Personnel Administration (New York:




List of Subjects in A Staff Handbook
I. Information about the bank
The founding of the bank




II. Training And Advancement
On-the-job training opportunities
Bank's interest in personal development of employees
Promotion policies
Supervisory and executive development programs
Staff meeting
Banking publications
Importance of employee suggestions
III. Compensations
How, when and where paid





Reinbursement for expense incurred on behalf of the bank









Financial assistance in emergencies
Bank services at reduced rates
Tuition funds
V. Employee Facilities and Customs
Lunch room
Coffee break or rest period
Recreational activities







This is a revised list of the list in How To Welcome A 'New Bank Employee.









RATED BY: 1 2 3
Each factor has been subdivided inte a number of degrese of application. Consider each f ctor
separately and check only one degree for each factor. Indicate point valne in right-hand colum
and Total.
PERFORMANCE PFACTORS DEGREE OF APPLICATION
Point value
1. QUALITY OF WORK


















































































3. DEPENDABILITY 1-3-5- 6-8-10- 11-13-15- 16-18-20 21-23-25-
Rate on the Undepend- Requires Generally Promet Can always
degres to which able- consider- reliable- and relied upon
employee can poor work able usually industr- -exception-
consistently habits or prompting prompt in ious- ally
depended upon attendance to insure attending good work industrious
to perform -cannot completion to duties. habits.
duties within work with- of assign-
the limits of out ments






4. COOPERATION 1-3-5- 6-8-10- 11-13-15- 16-18-20 21-23-25-
Rate on basis Does not Occastion- Generally Cooperates Exception-
of general work well ally cooperati- willingly- ally
attitude with difficult ve and well cooperative
toward his Others, to handle helpful- accepted -goes out
work and antagonist- -lacks usually by fellow of way to
atility ic does enthusia- displays
employees- be helpful-
to work not will- sm. Satisfact- adaptable very well
effectively ingly ory attit- and liked.
with his conform ude toward courteous.




Source: J. W. Hansen, Supervision and Personnel Administration (New York: American Institute of
Banking, Section The American Bankers Association), pp. 198-199
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APPENDIX VII
uestionnaire Used in Interviews with
Banks' personnel Officers or Management Officers
General Condition
1. Do you have a personnel department
a. No
then, who are the persons to take care of your personnel program?
b. Yes
May I know its organization?
2. How many branches do you have?
3. How many employees are there in your bank?
TotalFemaleMale
I. Recruiting and Selecting
1. You recruit your employees through
a. referrals from friend % of total employees
b. referrals from other banks
c. people apply personally






2. Approximately, how many new employees do you recruit last year?
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APPENDIX VII (Continued)
3. Approximately, how many persons leave your bank last year?
4. Do you have employment application blanks?
No
Yes May I have one copy?
5. What qualifications do you require for junior staff (those
without supervisory responsibilities)?
6. How many of your employees are college graduates and what are
their positions?
7. Do you have references of applicants from:
howa. His/her schools
howb. His/her former employer
how.c. His/her friends
8. Will applicants be tested?
a. All are required to take tests the test subjects
are
b. Partially required
who are those exempted
c. No tests
9. Do you usually employ those who pass the tests with high scores?
Yes
No what other basis
1O.Who make the decision to employ an applicant?
a. The personnel officer
b. The department head of the vacant post
c. Both of the above




11. Do you have job requirement list showing competence, experience,
formal education required for worker of each Job?
No
Yes May I have a copy?
II Guarantee System
1. Does your bank require your employees to be guaranteed?
No , (if no, then the following six questions are excluded.)
Yes
2. What is the basis of quarantee?
a. Through persons , how many persons
b. Through firms , how many firms
3. The quarantor is responsible for:
a. A fixed amount of compensafior. 1, how muck
b. Unlimited amount
4. Do you investigate the guarantor
a. Only at the time before admitting the quarantor
b. Frequently , how often?
5. Who will be assigned to investigate the guarantor?
6. If one employee makes an error that cause a lost of money, who
is responsible to make up the lost?






1. Doou have a staff handbook'
No l
Yes , may I have a copy?
2. Who takes charge of the Induction?
a. The personnel officer
b. The department head I
c. Both
d. Others
3. What topics are discussed in the induction?
a. Bank functions
b. Department function and its relationship to the overall







. Is there a person assigned to look after a new employee on his
first day of employment?
No
Yec Who is the person?





6. How do you know whether the new employee is competent and now
he is getting along with his colleaques?
a. through discussion with old employees
b. the department head observes it
c. through observation of the personnel officer
d. Others





. Who is responsible for training new employees?
a. the principle operating officer
b. the department head
c. a specific officer in the bank
d. Others
2. Do you have formalized training courses for new employees?
No
What courses:Yes
3. Is there a definite training period?
No
How long?Yes
4. How do you determine that the training is finished?
a. with a test
b. let the new employee work and observe him




5. Do you have job breakdown informations showing what to do
and how to do a job?
No
Yes May I have a sample?
6. Does a new employee stay in a definite position during the
training period?
No rotating on several department?
Yes
7. Do you have programs to train old employee?
No
Yes
if yes a. rotating on various departments
b. opening courses
c. others
8. Do you have plans to train your employee for positions other




1. Who is responsible for the performance appraisal?
a. the-immediate supervisor of the employee








3. How many persons does an appraiser work on?
4. How many times do you do your appraisal every year?
5. Do you have appraisal forms?.
then how do you keep record?No
may I have a copy?.Yes
6. The result of the appraisal will
a. let the employee read the appraisal form
Who tell him?b. tell him personally
c. never let the employee know
7. Do you hold an appraisal interview with each individual employee?
No
a. tell him the exact appraisal result?Yes
b. tell him the general tenor of the appraisal?
c. others
8. Your appraisal is done for the purpose of
a. salary recommendation





1. Do you have job description for every position?
No
May I have one sample copy?.Yes
2. How do you do your job evaluation?
a. Do not have a formal job evaluation procedure
c. Point Methodb. Ranking method
f. Factor-comparison methodd. Classification method
g. others
3. Salary of each position (person) is determined
a. according to result of job evaluation
b. according to the personnel officer's experience
c. others.
. The general salary rate of your bank is determined
a. independently
How?b. through salary surveys
c. others
5. Do you have salary range for each classification or job?
No
Yes
60 Salary scale of most of your junior workers is approximately:
a. less than $200 b. $201- $400
c. $401- $600 d. $601- $800
e. $801- $1000 f. over $1000
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8. The amount of salary adjustment is determined by
a. the personnel officer
b. the department head
c. the department head recommends, the personnel officer approves
d. others
g. Notification of salary adjustment is made by
a. the department head
b. the personnel officer
c. others
VII Promotion, Transfer and Separation
1. Dd you promote your staff according to seniority?
No What is your basis?
Yes How do you compute seniority?
2. Have you ever demoted your staff?
No
Yes Reasons
3. Do you have a transfer policy for transferring your staff?
a. in case of needs the needs such as
APPENDIX VII (Continued)
b. regular rotations
c. do not have transfer policy
d. others
k. Who is responsible for initiating and approving a transfer?
5. Do you transfer staff
a. within department
b. within a bank
c. between branches
6. Have you ever dismissed your employees?
No
Yes
if yes a. what are the reasons?
b. How long is the notice period?
c. is he pay in lieu?
7. What are the common reasons of resignations of employees?
8, Do you hold an exit interview with those who leave?
No Ye s
9. About those who resigned last year, usually
a. how long have they stayed in your bank?,
b. what are their educational background?
c. what positions did they hold in your bank
VIII Internal Communication
1. Do you have a notice board in each branch?
No
Yes What are usually displayed on it?
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2. How do you transmit message from top management to employees?
a. Utilizing notice boards
b. Through publications
c. Circulating notices
d. Communicate through supervisors
e. others
3. Do you have bank publications?
No
Yes in what form?.
how often?
may I have a recent copy?




What is the agenda?




6. Do you have suggestion boxes or other things to encourage
suggestions from employees?.
No Yes
IX. Employee Benefits and Services
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1. Do you have a retirement plan?
No
Yes details
2. Do you have a provident fund schemes?
YesNo
ifes a. Who can participate in the scheme:`
b. How many percentage of the employee's salary
should the employee deposit?
c. How much does the bank contribute?
d. How can an employee withdraw the fund if he leaves
the bank prior to retirement?
3. Are-the retired employee still on payroll?
No
At what percentage of his salary`?Yes
4. Is there a health benefit scheme?
No
Yes details
5. Do you have educational subsidies for employees' children?
No
Yes details
6. Do you have tuition payment scheme for employee attendinE
night-classes or other schools?
NO
Yes details





8. Do you provide emergency financing facilities for employees?
No
detailsYes
9. Do you grant rental subsidies to your employees?
No
detailsYes
10. Do your employees have the following salary supplements?
a. over-time premiums
b. travelling allowances
C. weekend and holiday premium
d. bonus in lieu of vacation
e. other allowances
11. Do you have year-end bonus scheme?
No
Yes a. one month double pay?
b. the amount is decided by the management.
12, Do you pay higher interest rate to the employees' deposit?
YesNo What rate?
13. Do you provide free lunch for your employees?
No Yes
14. Do you buy group insurance for employees?
No Yes What items




16. Do you have any recreation programs for employees?
No
Yes details




Questionnaire for Bank Employees'
Opinion Survey
Please check the appropriate answer or give a simple explanation.
Thank you for your kind consideration.
1. How long haveou been in the banking career?
year(s)
2. How many banks haveou worked with before?
bank(s)
3. How do you feel with your work?
a. tedious and tiresome
b. ordinary
c. interesting
4. How long have you been connected with the bank in which you are now
serving?
year(s)
5. You got your present job through:
a. relative's or friend's recommendation
b. self-applying
c. reply to advertisement
d. others (please indicate)





7. Are quarantors required by the bank?
Wasour search of guarantor easy?Yes
No
8. How did you find the banking career when you first entered the position?
How long did it take you to work with ease?Difficult
not difficult




10. Who took the responsibility to train you when you first enter the bank?
a. your immediate supervisor
b. your collegue
c. a specific instructor
d. learned by self-absorption
e. others (please indica.te)_
11. Can you handle a job other than your present position?
a. No
b. can handle position of same rank within the present department
c. can handle position of higher rank in same department
d. can handle positions in other departments
12. In how many positions have you been assigned in this bank?
Position(s)
13. What is your present position?
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14. What was your position when you first entered the bank career?
15. Doour supervisors discuss with you frequently on your work problems?
Yes
No
16. How do you appeal to the management personnel upon dissatisfaction?
through your supervisors
talk directly with the managing personnels
through the pew sonnel officer
others (please indicate)
17. What is your opinion on the "Employee Benefits and Services" in
your bank?
inadequateadequate
18. Please list out something which you dissatisfy concerning the
personnel programs in your bank.
19. Please check the following list concerning yourself; delete the





Below $200 $6o1- $800
$801 -$1000$ 201-$200
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1香 港 註 冊 華 資 銀 行 人 事 管 理 之 幾 面 觀 　 摘 要
在 遇 去 二 十 年 以 來 ， 香 港 的 經 濟 有 顯 著 的 成 長 ， 銀 行
業 也 配 合 社 會 的 繁 榮 而 迅 速 地 發 展 。 業 務 的 擴 張 及 職 員 的
增 多 必 然 引 起 的 就 是 人 事 管 理 的 需 要 加 強 ， 因 此 銀 行 的 人
事 制 度 受 到 注 意 及 改 進 。 香 港 華 資 銀 行 的 作 風 是 比 較 保 守
的 ， 在 人 事 管 理 方 面 有 其 傳 統 的 作 法 。 本 文 選 出 幾 項 人 事
管 理 的 工 作 ， 以 研 究 本 地 註 冊 的 華 資 銀 行 之 人 事 制 度 。
本 文 的 研 究 方 法 分 為 二 大 部 份 ， 一 方 面 搜 集 各 銀 行 實
際 工 作 的 程 序 與 及 方 法 的 資 料 ； 另 一 方 面 ， 閱 讀 外 國 先 進
的 書 籍 及 刊 物 ， 以 了 解 他 們 人 事 管 理 的 知 識 及 方 法 ， 然 後
根 據 這 些 新 管 理 知 識 及 方 法 ， 對 所 搜 集 到 的 資 料 提 出 檢 討
， 最 後 ， 提 供 一 些 建 議 ， 以 作 改 善 現 有 制 度 的 參 考 。
本 文 所 研 究 的 人 事 制 度 ， 其 應 用 對 象 是 一 般 不 負 管 理
責 任 的 初 級 職 員 。 全 文 分 為 六 章 ， 重 點 是 第 三 、 四 、 五 章
。 在 這 三 章 中 ， 將 人 事 管 理 分 三 大 類 來 討 論 ， 其 中 包 含 九
個 項 目 ， 茲 將 主 要 的 討 論 內 容 摘 要 如 下 ：
一 、 吸 收 適 合 的 職 員
㈠ 招 募 及 選 用 新 職 員
本 港 的 華 資 銀 行 多 喜 歡 雇 用 東 主 或 高 級 職 員 的 親 戚 朋
友 ， 因 為 他 們 相 信 這 樣 會 對 所 雇 到 的 職 員 有 較 多 的 了 解 ，
2以 避 免 雇 請 到 不 誠 實 的 職 員 。 本 文 建 議 各 銀 行 亦 應 採 用 其
他 招 請 職 員 的 來 源 ， 而 利 用 各 種 方 法 來 考 察 這 些 沒 經 熟 人
介 紹 的 新 職 員 。
華 資 銀 行 的 初 級 職 員 ， 大 部 份 具 有 中 學 畢 業 的 教 育 程
度 ， 曾 受 其 他 更 高 教 育 的 則 占 少 數 。 隨 着 銀 行 業 務 知 識 的
進 步 ， 各 銀 行 應 增 加 雇 用 曾 受 大 專 教 育 的 職 員 。
職 員 的 選 用 ， 不 但 要 考 慮 候 選 人 在 銀 行 所 舉 辦 的 考 選
試 中 所 得 的 成 績 ， 亦 應 考 慮 他 們 的 性 格 及 工 作 能 力 是 否 適
合 所 需 担 任 的 工 作 。 這 些 有 關 資 料 ， 可 以 利 用 申 請 表 ， 介
紹 信 ， 會 談 及 觀 察 等 來 了 解 。
職 員 的 選 用 ， 應 該 參 考 直 接 主 管 的 意 見 ， 因 為 直 接 主
管 往 往 比 較 了 解 他 轄 下 各 職 位 所 需 要 的 人 選 。
㈡ 保 證 制 度
在 華 資 銀 行 任 職 的 職 員 ， 都 要 覓 一 個 保 證 人 ， 以 保 證
該 職 員 在 任 職 期 內 不 犯 過 作 弊 。 保 證 人 的 責 任 是 賠 償 銀 行
因 該 職 員 犯 過 而 引 致 有 損 失 。 這 保 證 人 通 常 都 必 須 具 有 相
當 資 產 及 社 會 地 位 ， 或 則 是 有 相 當 資 本 的 店 铺 充 任 。 由 於
這 些 條 件 的 嚴 格 ， 一 般 職 員 不 容 易 找 到 適 當 的 保 證 人 。 本
文 提 議 這 些 銀 行 採 用 購 買 保 險 的 方 法 來 保 證 銀 行 損 失 的 獲
得 賠 償 ， 而 取 消 保 證 制 度 ， 或 減 低 對 保 證 人 資 格 的 要 求 。
3二 、 發 揮 職 員 的 工 作 能 力
㈠ 新 職 員 的 介 紹 及 安 排 職 位
新 職 員 的 初 步 介 紹 對 新 職 員 很 重 要 ， 因 為 初 到 一 個 新
環 境 ， 往 往 會 影 響 他 們 的 工 作 能 力 。 銀 行 應 該 適 當 地 安 頓
他 們 並 使 之 了 解 銀 行 的 工 作 及 環 境 ， 那 樣 便 可 以 減 少 新 環
境 對 職 員 工 作 能 力 的 不 良 影 響 。 至 於 如 何 安 置 及 介 紹 ， 則
應 該 預 先 訂 好 計 劃 、 按 步 驟 做 去 ， 才 能 有 完 滿 的 成 果 。 利
用 職 員 手 冊 ， 則 可 進 一 步 幫 助 這 些 介 紹 工 作 迅 速 完 成 。
㈡ 訓 練
由 於 新 進 銀 行 服 務 的 職 員 大 多 沒 有 受 過 銀 行 業 務 的 訓
練 ， 所 以 銀 行 必 須 訓 練 這 些 新 人 學 習 銀 行 內 的 工 作 。 現 在
， 各 華 資 銀 行 多 採 學 徒 制 ， 即 是 新 人 跟 着 他 的 主 管 或 同 部
門 的 一 個 舊 職 員 學 習 。 這 種 方 法 沒 有 一 定 的 計 劃 依 循 ， 既
花 費 較 多 的 時 間 而 且 效 果 亦 不 好 。 本 文 提 議 對 個 別 職 員 的
訓 練 應 該 由 訓 練 者 預 先 訂 好 計 劃 ， 把 所 採 用 的 教 授 方 法 及
應 注 意 的 教 導 內 容 準 備 好 ， 使 訓 練 工 作 有 系 統 有 計 劃 地 進
行 。 相 信 這 樣 ， 效 果 定 能 增 加 。
除 了 對 新 人 的 訓 練 ， 舊 職 員 的 訓 練 亦 是 重 要 的 一 環
有 計 劃 地 調 動 ， 可 以 使 每 一 職 員 有 機 會 學 習 其 他 職 位 的 工
作 ， 增 進 對 整 個 銀 行 工 作 的 了 解 。
4如 果 因 為 工 作 技 術 的 改 良 、 新 新 知 識 的 發 展 、 或 新 職 員
的 大 量 增 加 而 需 要 同 時 訓 練 一 大 批 職 員 ， 那 麼 便 須 要 利 用
集 體 教 授 的 課 程 了 。 這 時 候 ， 銀 行 便 需 要 注 意 選 取 教 員 及
教 材 。 此 外 ， 銀 行 又 可 以 鼓 勵 職 員 參 加 銀 行 外 機 構 舉 辦 的
有 關 銀 行 知 識 的 講 授 ， 以 加 強 對 職 員 的 教 育 。
㈢ 工 作 考 績
在 每 年 年 終 的 進 修 ， 銀 行 的 主 管 會 對 各 職 員 的 當 年 工
作 表 現 加 以 評 價 。 如 果 有 好 的 表 現 則 給 予 升 級 或 加 薪 等 獎
勵 ； 如 果 某 些 職 員 工 作 表 現 不 佳 則 銀 行 會 調 查 原 因 而 加 以
紏 正 。 有 些 銀 行 採 用 一 定 格 式 的 考 績 表 來 做 考 績 ， 將 需 要
評 價 的 各 項 特 性 有 系 統 地 列 出 ， 各 主 管 則 在 每 職 員 的 表 上
就 每 一 項 給 分 數 或 列 等 第 。 有 些 銀 行 則 只 是 由 主 管 加 以 觀
察 ， 籠 統 地 對 每 一 職 員 整 個 表 現 給 些 評 語 。 本 文 認 為 採 用
考 績 表 會 使 考 績 工 作 較 公 平 及 有 標 準 些 。
通 常 、 考 績 的 結 果 只 是 作 為 主 管 人 員 參 考 之 用 ， 並 不
讓 職 員 們 自 己 知 道 。 本 文 提 出 討 論 ， 認 為 如 果 能 將 考 績 的
結 果 通 知 各 個 職 員 本 人 ， 可 以 使 他 們 了 解 上 級 對 其 工 作 的
評 價 ， 更 重 要 的 是 可 以 幫 助 他 們 發 現 自 己 的 缺 點 ， 從 而 致
力 改 進 它 們 。
㈣ 升 級 、 調 職 及 離 職
5升 級 、 調 職 及 離 職 就 是 有 事 的 流 動 。 調 升 職 員 最 要 注
意 做 到 公 平 。 應 該 綜 合 地 審 查 各 職 員 的 工 作 表 現 ， 年 資 、
教 育 程 度 ， 過 去 經 驗 、 所 受 訓 練 以 及 其 他 的 特 點 、 公 平 地
選 升 最 適 當 的 人 。
調 職 的 一 個 重 要 作 用 是 訓 練 職 員 ， 使 能 担 任 自 己 工 作
崗 位 以 外 的 其 他 職 位 。 這 樣 可 以 為 銀 行 儲 備 人 才 ， 以 應 付
必 要 時 的 某 些 職 位 人 手 的 缺 乏 ， 又 可 以 增 加 職 員 對 整
間 銀 行 的 認 識 ， 及 增 強 他 們 的 工 和 能 力 。 本 文 主 張 各 銀 行
應 多 調 動 訓 練 內 的 職 員 。
各 華 資 銀 行 很 少 主 動 地 辭 退 職 員 ， 除 非 發 現 有 舞 弊 情
形 發 生 。 因 此 ， 職 員 的 離 職 ， 多 由 自 動 的 請 辭 。 本 文 提
議 在 職 員 離 職 時 ， 由 他 的 主 管 或 人 事 管 理 人 員 與 他 舉 行 會
談 ， 一 方 面 了 解 他 離 職 的 原 因 ， 另 一 方 面 ， 請 他 對 銀 行 坦
白 地 提 出 批 評 或 感 想 ， 這 樣 可 使 銀 行 對 職 員 的 想 法 增 加 瞭
解 。
㈤ 內 部 聯 絡
內 部 聯 絡 就 是 將 銀 行 內 的 消 息 傳 達 給 每 一 個 應 該 知 道
的 人 ， 包 括 上 下 之 間 的 從 面 聯 絡 以 及 職 員 在 同 級 中 彼 此 的
橫 面 聯 絡 。 其 目 的 是 增 加 主 管 人 員 與 職 員 間 的 了 解 ， 及 行
員 對 銀 行 政 策 及 活 動 的 充 份 認 識 。 本 文 提 議 多 舉 辦 主 管 人
6員 與 職 員 的 個 別 會 談 及 集 體 會 議 ， 以 增 強 銀 行 的 內 部 聯 繋
。
三 、 職 員 的 酬 勞 及 福 利
㈠ 薪 金 管 理
薪 金 管 理 的 目 的 是 使 每 一 職 員 都 能 獲 得 與 其 所 担 任 的
職 位 及 自 己 工 作 表 現 相 稱 的 薪 金 。 首 先 便 是 對 每 一 職 位 加
以 評 價 ， 依 職 位 重 要 性 將 各 職 位 分 成 若 干 組 ， 然 後 再 在 每
一 組 定 一 個 薪 額 的 範 圍 。 然 後 便 是 根 據 每 一 個 職 員 個 人 的
表 現 及 其 他 條 件 評 定 每 人 該 得 的 薪 金 。 值 得 各 銀 行 注 意 的
是 應 儘 可 能 採 取 一 些 正 式 的 ， 有 系 統 公 平 制 度 。
㈡ 職 員 福 利 及 服 務
福 利 及 服 務 的 提 供 ， 各 銀 行 必 須 考 慮 本 身 的 負 担 能 力
， 職 員 人 數 及 其 他 環 境 。 本 文 客 觀 地 提 出 一 些 比 較 重 要 的
福 利 項 目 ， 建 議 各 銀 行 參 考 而 選 取 實 施 之 。 主 要 項 目 包 括
有 退 休 金 、 花 紅 、 集 體 保 險 、 保 健 、 居 住 補 助 、 年 假 等 。
以 上 這 九 個 項 目 ， 雖 然 不 能 說 是 人 事 制 度 的 全 部 內 容
， 但 已 概 括 了 最 重 要 的 人 事 工 作 ， 而 且 是 華 資 銀 行 應 該 先
注 意 的 幾 點 。
本 文 的 目 的 ， 一 方 面 是 讓 一 般 讀 者 了 解 華 資 銀 行 人 事
管 理 工 作 的 實 際 情 形 及 需 要 改 進 的 地 方 ； 更 重 要 的 一 方 面
7是 要 引 起 各 華 資 銀 行 的 管 理 人 員 注 意 人 事 管 理 的 重 要 及 檢
討 改 善 其 個 別 的 制 度 ， 希 望 本 文 的 建 議 能 給 這 些 銀 行 家 一
些 線 索 以 作 其 改 進 的 參 考 。


